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PJi BIFACE 



This thesis Is » description snd discussion of Job 
analysis and classification In the U. S. Navy* and of the 
rating and pay structure for the oen who perform these Jobs. 
The discussion is llclted to the Jobs and ratings of the en> 
listed branch only and does not Include the warrant and com- 
ffilssloned officer group. The material Is grouped Into Its 
natural divisions and Is discussed In the following order; 

( 1 ) the nature of Navy Jobs; (2) billet analysis; ( 3 ) the 
rating structure of the Navy; and (4) Job classifies tlon. 

Many volumes have been written on this subject In of- 
ficial Navy publications* unofficial papers on Navy Jobs, and 
treatises on Industrial Job analysis and rating, however, 
ns far as is known, no publication exists which adequately 
covers Navy Jobs as outlined above In a comprehensive and 
easily read and understood manner. Most of the existing pub- 
lications cover only c part of one of the aspects and do It 
in such a detailed and technical manner that it is only use- 
ful to those who have to perform the detailed work of admin- 
istering the program. These ere difficult to read for the 
purpose of getting an overview or general picture of the Job 
progrifiTi and the relationships of its various aspects. 
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The purpose of this thesis Is to discuss the vsrlous 
aspects of Msvy Job enslysl8« Job classification* and rating 
structure In a single paper end explain them so their rela- 
tionships ctn be easily understood. It Is Intended primarily 
for »Navel Officers* prospective Maval Officers* and those 
enlisted men and civilians who are engaged In pereonnel worJe 
In the U. Kavy. Consequently It is asaueied that the 
reader will have a general working knowledge of the Navy and 
be familiar with the common naval terms, pertlcularly those 
used in the rating structure which are peculiar to the Navy 
alone. 

A great fleel of work has been done on Job analysis 
and rating In the Industrial world and in many cases the 
problems and principles Involved are eirailar to those In the 
Navy. The literature on this subject has been reviewed and 
a discussion of the similarity and differences between naval 
and Industrial Jobs has been made at the appropriate places 
throughout this work. 

It Is hoped that this paper will give the reader a 
clearer understanding of Jiavy Jobs In general and of the 
nature and Importance of Job analysis and classification In 
particular. If It does this for all officers and particu- 
larly officer candidates* the naval service will be benefited. 
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CHAPfER I 



THE nktum or kavx jobs 
I ntroduction 

Th« U. 5. Nary is a very larga org«nlxfttlon» »uoh 
larger than cost industrial or private activities. Its 
present authorized strength is nearly one-half million of- 
ficers and men and daring the last war it expanded to about 
three Rillion officers and men. It has thipe and stations 
distributed all over the world and is not concentrated In 
one state or nation like most large industries. It has many 
Jobs and features vfhioh are peculiar to the Navy alone, and 
are not common to industry or even to the Array. In edditlon 
to this, the tools and raethods of naval warfare are con- 
stantly changing and being improved. 

Because of the large, scattered, and specialised 
nature of the Navy, its administrative organitaticn is also 
very lai'ge and coraplox. One of the chief divisions of this 
organization Is the Bureau of Naval Personnel, This bureau 
has to do with the procurement, training, distribution, pro- 
(TiOtlon, pay, and discipline of all naval personnel. All 
this ie neces8Py,ry to furnish the saanpower needed to do the 
work of the Navy. In order to furnish this manpower 
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Intelligently It i« neceassry to underetanfi what the K«-»y 
hp.» to do and Just what the natures of the various Jobe are. 

This chapter will give a general description of eowe 
of the Jobs and types of duty that have to be pcrforaed by 
the enlisted branch of the Kavy, and their relationship to 
the aission of the Kavy, The nature of K»vy Jobs will be 
discussed under the following stain categories: ( 1 ) warships; 

( 2 ) shore establishssents; (3) other types of naval aotivi*' 
ties; and (U) the Havy Job, 

This general understanding of the nature of Navy 
Jobs is necessary before the »ore speoific purpose of this 
paper, which is Job and billet analysis end olascification, 
can be properly understood. 

Warships 

A jcodern battleship, with s wartl»e strength of sp- 
proxiieately two thousand five hundred men, is in reality a 
floating comctunity designed to fight, and Is self sufficient 
In all respects for considerable periods of time. It pro- 
vides housing for its men and has mess roosts along with the 
kitchens, baheriee, refrigerated storage for perishable 
foods, and dry storage for nonperishable foods. Here, one 
may also find a laundry, tailor shop, cobbler shop, store, 
soda fountain, end a post office. Recreibtion facilities 
such es movies, libraries, and ohepel services are also pro- 
vided. Complete oedicnl facilities including a hospital. 
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dentftl clinic, «nd « ph®rtt«cy «re provided. In addition to 
the highly complex propulsion HftChinery and the shops re- 
quired to ©aintein it, a battleship generates its own elec- 
tricity for light and power and its stesa for heating, and 
dietills its ovn fresh water. Elaborate ooaaunication 
facilities including radio, telephones, and, sotietiBes, 
radiophoto equipment arc provided as well as many radar sets 
for navigation, enemy detection, and directing gunfire. All 
of this is in addition to the complex arcaament which is the 
main reason for a battleship's existence. The armament in- 
cludes all types of guns from twenty-two caliber pistols to 
sixteen-inch rifles, rochets, torpedoes, airplanes, end 
bombs . 

It is apparent that it is difficult to select any 
civilian trade that is not represented aboard a modern bat- 
tleship and, in addition, there arc numerous purely seagoing 
and battle occupations that have no counterpart ashore or in 
civilian life. This eame condition exists on all of the 
smaller ships of the Navy such as carriers, cruisers, de- 
stroyers, submarines, transports, and supply ships, but to 
8 less and lees extent as the ships decrease in else and 
complement. Most of the items listed above are prxivided on 
all ships but on the smaller ones one man nay do eeversl of 
the various Jobs whereas on a battleship one nan eey do only 
a specialised part of one Job, 
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^otablishgents 

The eesgolng pert of the Navy ie the part that actu> 
ally does the fighting but it requires at least as large an 
organization ashore to support it. The shore estsblishaents 
of the Kavy are auch larger than atost people realise. In 
peaoetiae tl^iere are approxiasately as tsany naval personnel at 
shore estabXishRents as there are afloat. In addition there 
are a large number of civilians employed at naval shore 
bases. 

Some of the major shore estsblishaients arst the 
Navy Department at Nashington» D. C. vith its seven bureaus » 
the heedquarttre of the sixteen districts and tvo river com- 
mands » shipyards f air stations* supply depots* hospitals* 
and naval stations. In addition there are many specialized 
activities such as the hydrographic office, naval observa- 
tory, training schools* model test basin, gun factory* and 
airplane factory. 

All of these establishments need personnel to oper- 
ate them and it is obvious that the range of Jobs is extreme. 
The Navy needs men capable of filling every conceivable type 
of Job ranging from those requiring highly professional 
ekills* such as doctors* lawyers , engineers* end teachers; 
through the shilled trades* such as cooks, Baohiniets* and 
torpedomen; and on down to the common laborer and seaman re- 
cruit. Some of these Jobs are filled by civilians and others 
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ar« performed by werrent and commleeioned officers » but many 
of them are filled by enlisted men and this la especially 
true In tl»e of var. 

In addition to the seagoing Navy and the fixed shore 
establlehBscnts the Havy hat other activities of a Koblle or 
temporary nature. Cne example of this la the naval air oosio 
mands such as fighter squadrons » carrier squadrons* lighter 
than air aquadrons* and the Kavsl Mr Transport Comnand. 

These are usually separate oosMands ti:3at may move froa ship 
to ship or ship to station i but are not a permanent part of 
the sMp or station to vhlch they may be attached. 

Construction battalions are another example of such 
unite. These are organised units of about one thousand of> 
fleers and men vho are specialists in engineering and con- 
struction vorh and operate under the Eurtau of Yards and 
Docks. They are used to construct all types of naval facili- 
ties overseas and maintain and operate them when they are 
finished. They ere particularly active and useful during 
wartime when many new bases arc required. 

Another type of naval activity is represented by the 
petroleum exploration unit which le now operating In the 
vicinity of Point Barrow, Alaska. This unit was formed to 
search for oil in Alaska and will probably be decommissioned 
when this mission Is completed. It Is composed of officers 
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and isen) and cose clvllianai vho are axperta in this type of 
work. 



The Havy Job 

The broad nature of the naval eatebliehment hae been 
outlined above. The nature of the varioue Navy Jobs will 
now be examined more closely. In civilian es^ployssent, a man 
usually perfonae a single task or a eeries of cloaely related 
tasks > repeating theo day after day on a full- time basis. 
Thue» a nan is a aiilling Kaohine operatori a file clerkt an 
eye-ear-nose and throat doctor* a dairy farser, or a worker 
in »o»e other vocation or profession which is highly special- 
laed and specific as to duties. However* work In the Navy 
usually does not fall into to oleor-cut a pattern, v^herevcr 
they Eisy be* Navy aeelgnaents involve military as well ae 
technical obligations. That is, all sen art expected to per- 
fors euoh duties as etandlng security watches or tcaintalning 
discipline* as required by their reepeotive pay grades, re- 
gardless of what their nav&l ratings or occupations sight be. 
The tasks perfoitsed by Navy ©en particularly aboard ship 
frequently bear little or no relation to one another and re- 
quire activity in widely separated fields. To iliustrats 
this coore clearly the duties aboard a ship will be discussed. 

Shipboard Put let 

A ship differs froo a shore establlshsient in that it 
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h«0 ft wider rsnge of operating conditions. It »«y be berthed 
in ft Kaey yard with only "cold l2*on watches* Banned and with 
ffiost of Its crew on leave; or it s>ay be eteftnlng Into conebat 
with every aan «t hie battle station. Between these extremes 
there ure Kany stages of operation and resulting shipboard 
organ! Xfttions. Since the crew of the ship at any one time is 
a fixed number* the ship must ceet the various functions ex- 
pected of it by having most ef its crew perfor* different 
duties with each different opesration. Moreover, it ship must 
be prepared to operate with efficiency even If caeuslties 
occur; this means that each san must be able to perform* in 
addition to hit own duties* some of the dutice of other sten 
In order that he can eubetitute for them if need be. To 
designete the various duties to which sen are assigned* ehips 
prepare what is known as Watch* Quarter* and iStatlon Bills, 
These are tables or cherts listing the various duty eseign- 
ments end are posted in conspicuous places about the ship, 
Acsong the assignments ooceonly included in Watch* Quarter, 
and Station Bills are the following. 

General Quarters Dutiee . — When battle le imminent* 
a ship goes into a condition which is known se “Oenernl Quar- 
ters,* in which all members of the crew man assigned etations 
to bring the ship to its maxlmura fighting efficiency. On a 
Watch, Quarter* and Station Bill* battle duties are usually 
listed as * Condition I.* These duties may be listed 
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•eparatelj froa other duties In the bill. 

When bsttle eseigninents ere made* the best qualified 
men are sssigned to the key stations in their respectiTe de«> 
portnents. In nearly all depertnents except gunnery > there 
are surplus men sTsilable for assignment after key stations 
have been manned. These surplus sen are assigned to gun 
stations or to other duties not necessarily related to their 
usual technical duties. Thus* a yeoman may be assigned as a 
telephone talker* a radioman striker may serve on a gun sta*> 
tion* and a fireman may become a passer in an ammunition 
handling room. A man's battle duties may or may not* there- 
fore* be related to the duties for which he has been primarily 
tri>ined and on the basis of which he has been assigned to a 
ship. 



Vgtch Puties .— The work required to operate a ship 
or maintain it in a materiel condition of readiness for bat- 
tle continues in peacetime as veil as in time of war. The 
crew is divided into ’’Watches*’ in order to distribute this 
work load* maintain a continuous watch* and provide for ths 
security of the ship. The watch systi^ offers a means of 
manning the ship either underway or at anchor ao os to meet 
the demands of military necessity; namely, that s stated per- 
centage of the armament can be manned and that the stiip can 
get underway and operate in an emergency even though one or 
more watches may be away from the ship on liberty. Kormolly* 
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men are assigned to duties on watch according to the training 
they hare received. fhus» a radlonan Is noneally assigned 
a radio watch* a signalman a bridge watch* and tMD on. 

Assignment to security watches is not necessarily 
carried out on the basle ot a man's training or Qualifica- 
tions. These watches are prlnarlly military in naturtf 
since they are concerned with maintaining discipline* observ- 
ing rules for the prevention of fire* and timilar require- 
ments. In this type of watch a seaman might be assigned to 
duty as a sentry. 

A few petty officers may not be assigned specific 
watches* in order that they may be available on call. The 
duties of such off-watch personnel are the technical routine 
duties described below. 

Routine Duties . --£aofa man also has certain routine 
dutiee. For some men these duties may simply be the clean- 
ing of living compartments or working spaces* in which event 
the routine duties require little previous training or skill. 
Such duties would normally be assigned to seamen, for other 
men* however* the routine duties may involve maintenance of 
equipment or even highly skilled repair work. Boutin# duties 
of this kind are always closely related to a men's technical 
skill and training. Thus* a chief gunner's mffte will be re- 
sponsible for the maintenance and repair of all ermament in 
the battery assigned to him, or one of the mschlnlst's motes 
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will be responsible for th© repair of all the refrigeration 
equii)isent to which he is assigned. 

Ki8oeU»neott& end Sgarjsencj Putlea .--«Xn addition to 
a nan's battle* wsteh* and routine duties* he nay be assigned 
various nieoellaneous or emergency duties, for example* he 
may man a particular station when a "special sea detail* is 
set while entering or leaving port. He nay have other sta- 
tions on Fire* Collision* or Boarding Bills, respectively. 
Vihatever their type, these niscelleneous or emergency duties 
are likely to be relstcd either to the nlXitary or technical 
duties expected of hia in his day to day life aboard the 
ship. 



imp&ri 

The U. S. Navy is an extremely large organization and 
has unite or activities distributed all over the world. It 
ccnaists of many types of activities including fighting and 
supply ships at sea; administrative headquarters, shipyards* 
air stations* and schools ashore; and also of mobile units 
such as airplane equadrons and construction battalions. The 
Navy also perfoms very specialized duties such as operating 
the nsval observatory and exploring for oil in northern 
Alaska. 

This huge naval organization requires personnel of 
all types to keep it operating efficiently* fro® the highest 
professional specialist down to the unskilled laborer. All 



n 



lffi*gln&ble olrliXen profeesions, trsdeg, and fklUi ar« re- 
quired » and in Addition aanjr purely military and naVAl skills 
are needed. 

The Average Navy Job is unique in that it uauslly 
consists of tssny duties or Jobs in addition to e speoialty 
which each man acquires soon after he enters the service. 

The nature of these various Jobs change with changes in the 
conditions under which the ship or station nay be operating. 

The lajtsenet task of procuring » trainings distributing* 
end rating the personnel who perform the work of the Navy is 
the responsibility of the Bureau of Naval Personnel. In 
order for this to be done intelligently and efficiently It 
is ncceseery that a great deal more be known about all naval 
Jobs. In fact it is necessery to know exactly what each tsan 
hue to do and then classify the various Jobe so that they 
can be readily Identified, ken then have to be trained and 
classified also# so they can be properly assigned to the 
Jobs. The following chapters will discuse billet anelysie, 
ratings# and Job classification. 
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BILLST AKALYSIS 

Beo«u6« the %y^ is tuoh « large organisation and 
requires all iiaaginablt types of work* it is necessary that 
the personnel procurenient, training* and distribution be 
done in an efficient and systeasatio manner. To do this re- 
quires a detailed knowledge of all the Jobe which have to be 
performed. This detailed Job information is obtained by a 
process known as billet snslysis, which is a syetenatie pro- 
cedure of studying and recording every detail of work per- 
formed in a particular billet or Job. 

This chapter will Introduce billet analysis by defin- 
ing a few terms associated with the proeese and then describ- 
ing the proeese itself. Industrial Job analysis will be 
discussed briefly and compared with Havy billet analysis. 

The purpoee and use of billet analysis will then be explained. 
This will be followed by outlining the development, the pres- 
ent status, and the operation of the process. 

Definitions 

In order to study billet analysis it le necessary to 
have a clear understanding of the basic tense task. Job, and 
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blXliit* Th«B« are h©r« for the convenleno© of th» 

reader. 



Ta§k .-«A talk is a single operation involved in the 
performance of vork. UsaalXy the vork of anj man consists 
of several tasks. Thus» a yeoman may perform several tasks, 
including typing deck logs, filing correspondence, or taking 
stenographic records of a aummary court«»artial. Sioilerly, 
inspecting magazines is but one task of a gunner's mate, and 
repairing a vorn pump is but one of several tasks performed 
by a saehinist's mete. 

Job . — A i« « recurring tvask or a group of related 

tasks performed frequently enough to constitute the basis 
for personnel actions, such as training, classification, and 
detailing. Ordinarily a man's assignment will consist of a 
single Job, made up of the major or significant technlcel 
tasks of his assignment, and collateral duties. Hovever, it 
is concelvsble that sotse assignments may Include more than 
one naval Job. 

Billet . — A billet may be defined as the aggregate of 
the Job or Jobs and tasks performed by any one worker in a 
particular assignment. In civilian terms this Is the defini- 
tion of a position. Thus a man's billet usually consists of 
the battle, watch, routine, emergency, and miscellaneous 
duties that are assigned to him at any one time. The rele- 
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tlonshlp of theef duties is explained in Chapter 1. In « 
shore establishment • a billet r.ey consist merely of tashs 
performed recurrently from day to day on « full-time basis 
much like a Job in civilian life. 

To further clarify the above definitions it should 
be empiiaeised that in the Mavy e Job is concerned primarily 
with a man’s teoiinical tasks. These arc the taeke vhioh he 
performs during hie routine and watch duties. His general 
quarters and other duties> as has been pointed out in Chap- 
ter If may or may not be closely related to these technical 
duties. iKoreover* the major or significant technical tasks 
in a billet are usually those that involve the man's highest 
skills or responsibilities. For example, most ships havs 
electrician's mates who specialize in the maintenance and 
repair of interior communications equipment. Although they 
may do other less technical tasks at various times, their 
Job is that of interior comciunl cat ions electrician. Simi- 
larly, most ehips have a yeoman whose primary duty is to keep 
personnel records. Such a yeoman may have an Importsnt bat- 
tle station in the "combat information center" or in a fire 
control director and may even stand watch on those stations; 
however, since he iies been trained as a personnel yeoman end 
was assigned to the ship as such, the major and aignif leant 
technical tasks that determine his Job are those of a per- 
sonnel yeoman. 
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Billet enalyeis «• preoticed in the U. S. Nury ie & 
syfftfCietlc procedure of fttudyinK and recording in detail ell 
the work perforated in « perticuXer billet or job «nd all 
other x>ertinent infomatlon which helps define exactly what 
the billet is and whst the requirements are for a aian who is 
to fill it. The procedure Is well etendardlxed and the «en 
who observe and record the Inforsation are usually special- 
ists who are well trained In this particular field. However i 
the analysis cen be nsade by the average officer if the In- 
structionc are cerefully followed, the observers actually 
atoh the man or S!en» in the billet which is under study » ae 
they perform their various tasks and jobSi and record the 
results. Experienced men in the billet ere interviewed con- 
cerning the problems of their work and the qualifications 
nececeary to perform them. 

An outline of the billet analysis schedule form is 
shown by Table 1 on page l6. Each schedule begins with a 
section of identification infonaationt which Includes the 
assigned rating* the billet title* the name and rating of 
the incumbent* the department and division in which the bil- 
let exists* and the schedule number. The description of 
duties which fellows is composed of a billet summery giving 
a concise »tnt«@nt of the duties at battle, cruising, and 
emergency conditions and a. statement of tasks which is a 
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fable 1 

QOfLXKi; or fHg hillet analysis schspuls roi»: 



A. IDENTIFICATIOS IKrORKATlON 

1. a. Assigned Hatlngt 
b. Billet Titlet 

2 . Hamet 

3. Hate of the Incuabent: 

4. Ciasflifioetion: 

3* Bhip: underway in port .. . 

Types 

Slaist 

HuKbtrt 

6. Shore Station: 

Haste: 

Location: 

Type: 

7* Bepartment: 

5. Division: 

9* Field Schedule Kueber: 

10. Analyst: 

11. Date: 

B. DF.SCHIPT108 OF DUTISS 

1. Billet Summary 

2. Statement of tasks 

C. ?£RF0R2«AKCE REXIUIREKIHTS 

1. Hesponsibility 

2. Special Job Knowledge and Skills 

3. Special Psychological Characteristios 

4. Bpeoial Physical Chareoteristics 

5 . Other Reqalre»ent# 

D. liKALfU AND ACCIDENT HAZARDS 
B. DESCHIHIOH OF DUlTf STAflCKS 

F. mUIPMBNT, MATERIALS AMD SUPPLIES 
Q. TECHNICAL TE?^S AND Ha^EKCLATUHE 
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detailed breakdown of the duties of the billet. The third 
Bsajor division of the schedule lists the performance require- 
ments » Indlcstlng the scope of responsibility of the Inoun- 
bent as well as the knowledge and skills and the psychological 
and physical characteristics necessary for proper discharge 
of the duties. The health end accident hazards t a descrip- 
tion cf the duty stations* a list of the equipment* materials* 
and supplies with which the incumbent works* and definitions 
of technical terms and nomenclature coaplete the schedule. 

The statement of tasks is very detailed and sometimes 
requires several pages to record. Xt is recorded in such a 
way that it can be determined exactly what the incumbent has 
to know and be able to do. Sketches are socaetiiBee employed 
to explain details of the work. Sometimes checkoff lists 
that are used by the incumbent in hie regular duties are in- 
cluded in the report to help clarify the duties. In order to 
indicate the procedure in detail* an example of a typical 
billet analysis is given below. 

Sample Billet Analysis 

The following is a coaplete billet analysis of the 
division boatswain's billet on an attact transport* as actu- 
ally «®de and reported by the Bureau of Naval Personnel. 

BILLET Ab'ALXSiS SCHEDULS 
BUi^AU OF NATAL PEilSONNKL 

A. IDSNtIFICATICH INFOllMATION 

1. a. Assigned Rating: Bhlc 

b. Billet Title; Division Bostsvaln Billet No. 1211 

2. Name: Liles* Level Eugene 18 months eervioe 



Hiitlng of Inounibttitj E3»Slc 

4. ClR»»iflc«ttonj USK 

5. Ship und«rwiiy end in port: Ai^A #39 

5. Shore Station; Ko 
7- Department ; Gunnery 

6. Division; flrfit 

9. Schedule No. Z 

10, Analyst; £. K. ¥orthen, Lt. (jg) USSR 

11. D«te; 1 Sept. 1944 

DESCRin'ION OF DUTIES 

1. Billet Summery 
iiatii’e 

GQ Rustcre his hatch party at #1 hatch 
and takes his station near the gear 
locker vhers he stands by to supex^ 
vise the repair of any hoisting gear 
which cay be shot away in the en<' 
counter. 

lA Aa Division Beatswain he supervises 
the activities of forty- five cen at 
the forward three hatohee in restoving 
all the deck boats and the handling 
of cargo froa the holds. 

Eaergenoy 

fire - Kustere Firet Division on the port 
tide of #1 hatch and stande by. 

Fire and Heecue * musters at quarters. 
Collieion - Custers his hatch party at GQ 
on the starboard side of #1 hatch. 

Abandon Ship - Assigned to #1 life raft. 
Special Sea Detail 

Gives close eupervision to anchoring and 
docking procedures under the direction of 
the Ship's Boatswain or more often under 
the direction of the Eacecutlve Office who 
either megaphones fro® the bridge or has 
his orders aeplified from the bridge. 

Watches 

Stands no watches but is responsible for 
seeing that P.0*s. and assigned seamen on 
watch Hats report promptly to relieve 
the watch. 

In Port 

Assists the Chief in cloee supervision and 
assignment of tasks in the First Division. 
Routine Duties 

Has supervisory responsibility for the sweep- 
ing, wa?'hing, and painting of the first 
Division area and for the maintenance of 
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ol«ftnlincii6 In the three forward troop 
hold! aft ea far as the euperetruoture. 

Hattie 

SO. Mustero his hatch perty of fourteen men 
on the starboard side of hatch #1 (see 
Battle Ein appended), 

(1) Is on eall to assist Repair Party. 

(2) Takes station near tool locker to 
supply repair gsar as needed. 

(3) Superrlset the laying out on the 
hatches of gear to replace any shot 
away; 

a. Spare whips 

b. Topping lifts 

c. 9ingle-up hook and proper 
wrenches 

d. Splioiag gear (fids end 
whipping line) 

lA Supervises the activities of forty-five 
aen at three hatches in the procedures 
of debarkation. 

(1) Eight LCV*e and LCVP*s are removed 
fron the hitohee. 

Sett up aiaignaent end relief liste. 

a. Supervisee use of steadying lines 
to aoeure; 

1 Slight strain at all times. 

11 Shift or fleet emartly on 
order of hatch captain, 
ill Ko overhand turn# or belays 
on cleats * 

iv Out frets under boat; inboard 
froffi all cargo going over- 
aide. 

b. Stops winches if wire fouls or 
beooKes buried on druas. This 
occurs when cable is spooled onto 
drums without a stroin on It (e.g. 
moat often in yard and atny hook- 
up) and then subsequently « heavy 
load buries the whip in the 
loosely spooled cable on the drum. 
Cable must be unspooled and 
slight strain applied «s respooled. 

c. Allows no turns on the falls at 
any time, 

d. tf« tehee coordination of the men 
operating the guys. Sees that one 
releases his guy ae r&pldly as 
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the other snubs on the nigger 
heed of hie vlnch end tshes up 
on the other guy. Blocks break 
end lines part when these guys 
pull Against each other. Ueu~ 
ally of strain on blocks is 
from the poor eanagensent of the 
guys and 10^ is froa the weight 
being hoisted. 

(2) Unloading cargo. 

a. Personally supervises the appli*- 
cation of a traps to heavy and 
epecial vehicles i e.g. use of 
spreaders to prevent crushing of 
tides. 

b. Supervises the placing of tag 
lints on vehicles for guiding ln> 
to and out of hatches. 

(3) Follows priority sheet on Delwirkatlon 
Officer's clip board usually placed 
near batch for reference in selection 
of gear to aceosipeny troops and gear 
to be readied for "on call" transpor- 
tation to the beach. 

Conditions 2 and 3 (<^&y «>ihd night steaming): 
Stands no watches but is available for prompt 
relief of watches. 

Emergency 

Fire - liustere division at the port tide of 
hatch #1 and stands by for orders. 

Fire and Rescue > musters at quarters. 
Collision - musters his hatch party at GCl 
station on the starboard side of foredeok. 
Abandon Ship » assigned to lift raft #1. 

Routine Duties 

(1) Supervises all cleaning in the First 
Division according to the Cleaning 
Bill which is drawn up each quarter. 
Kusters and supervises working partite 
which washt sweep and paint; wire 
brush cable; slush cobles and lines. 

In Port 

( 1 ) Inspects to see that all boosts are 
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(2) Inspectf to sec that boats are ready 
to co&e off hatches and go overaldei 
hoofcs placed in hoisting rings with 
tripping lino in right position; 
snubbers are placed on gunwales of 
boats. 

Special Sea Detail 

(1) Supervises the preparation of the anchor. 
Anchor is usually prepared and dropped 

to the water's edge as the ship coros 
into the harbor as a safety nessur# 
even though the ship is going to tie up 
at a dock. 

Procedures 

a. Disconnect anchor windlass froca 
the lock. 

b. Place chain stoppers in poeition. 

c. Check the brake to be sure it 
is on. 

d. On word "let go" winch operator 
releases brake. 

e. Pulls pin and tips pelican hook 
on the chain. 

f. Order to let go includes number of 
fathoms desired. The red painted 
link Indicfttes 15 fcthoms; white 
30 fathoms; blue 45 fathoms. 

g. Stand by to veer chain. 

(2) Supervises 19 ocn in forward section 
for handling mooring lines. (There are 
three sections* 56 men* assigned to man 
all the lines which are numbered along 
the deck from bow to stern) . 

s. Takes orders from Executive Of- 
ficer usually stationed on the 
wing bridge and sees that these 
orders are executed* e.g. " take 
a strain on number two*" "slick 
one* * " double-up two and three*" 
"place rat guards on all lines." 

C, PERFORMANCE REVJIRHa<EHT3 

1. Responsibility 

( 1 ) A« Division Boatswain he gives close super- 
vision to the performance of the personnel 
of the First Division. 

a. Makes muster report?; to division 
officers. 

b, Selects working parties and liberty 
parties. 
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0 . Supervlnee the rotation of aseigmscnta 
on wlnchea find steadying lines, 
d. Gives close peraonal cupervlslon to 
j-peclRl iJea Detail* section of 19 tsen. 

(2) Has non supervisory responslhillty for repair 
and replace*ent gesr for hoists. 

( 3 ) Beceives close supervision of the Ship’s 
boatcKRln in handling of Special Sen Detail 
and .hoisting gear. 

(4) Receives moderate supervieion from the di- 
vision officers and general supervision froro 
the First Lieutenant In matters of upkeep 

of arcs and of troop holds (repair of bunk 
bottows and denning). 

(5) Receives close supervision of the Executive 
Cfflcer when the latter supervlecs the 
’Special Sea Detail froa the bridge. 



(X) Complete knowledge of holetlng gear. 

a. Rlaoenent of straps* sleds* salmon 
boards* nets* coaling bags* spreaders* 
pellets, etc. 

b. Doubling up end singling up of tackle 
on hoists. 

o. Repair and repla cement of guys* top- 
pinga * spanners , whips. 

d. Operation ol’ winches . 

e. Use of steadying lines. 

(2) Knowledge of ground tackle. 

a. Handling of anchor winch. 

b. Operation of anchor winch. 

c. Stowage end cleaning of chnln. 

(1) Knowledge and ability to use mooring lines. 

(4) Ability to supervise men and lead them. 

c. Sees Jobe to be done in terms of 
number of men to perfonn the task. 

b. Distributes work on f&lr basis. 

c. Sees men's point of view but Inslete 
upon completion of the task and the 
conservation of materials and 
equipment. 

3 * 



Reasonableness* confidenct and firmness. 

Generally able, about 25 to "^0 yenrt of age to 
insure sufficient maturity 



D. HEALTH AND ACCIDEKT HAZARDS 

1. Danger exists from falling cargo or gear due to; 
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(1) Fftllurt to let br*k«« on topping or vhlp. 

(2) Parting of lin«t. 

(J) OvtrbAlanclng of load* due to fvaylng gear. 

2. Position exposed to en<»sy aotion. 

S. DESCRIPTION OF OUTT STATIONS 

1. (Ka station la forward of number one hatch In a 
se»ieheXtered area near the overhang of the 
5/3«” gun tub. 

2. lA station Is open to sneny action on fortdeoic 
In general. 

3. Special Sea Detail station Is forward of the guns 
on the bow, 

F. iK^UlPMENt, MATERIALS AHD SUPPLIES 

1. Equlpsient: 

Hoisting gear« chains » anchors t winches, boat- 
swain seats, stages, straps, salmon boards, 
nets, ladders, pallets, coaling bags, general 
tools such as aauls and wrenches, palls, 
eerapers, paint brushes, serving tools, canvas 
tools . 

2. Materials: 

Lines, cables, clampe, blocks, rage, grease, 
canvas, chain. 

3 . Supplies: 

Soap, sand paper, paint. 

a. TECHNICAL TERMS AMD KOMEXCLATUBE 

1. Double up - run hoisting halyard froa winch out 
to lead block near the end of the boom, down to 
block over hook, up through block at end of booe 
and down to sake fast on block above hook. 

(Takes about 13 minutes to single up from a 
double purchase and reverse). (See ©Iso item 6). 

2. Spanner - guy between upper ends of booais In yard 
and stay hookup. 

3. Straps - cable slings used to attach loads to 
hoisting hook, ao*etl«es covered with canvas, 
eosietlacs kept apart with spreaders when there 
Is danger of cable crushing load. 

4. Take a strain - snub the line gently *0 that 
line teutons. 

5. Topped up - at sea booms remain In cradles or 
boom crotches, but when unloading or debarkation 
operations are iKsirlnent, booms ere raised by set- 
ting whip brake, disengaging whip, engaging 
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topping clutch «nd relfta«lng topping brake; then 
puli back on electric vlnch (O.O.S. , General 
Electric) control lever end topping halyerd Is 
spooled In thereby raising end of boo© out of 
cradle. 

6. Double up ©oorlngi - via heaving line send bight 
to bollard on dock.^ 

This txa©plt of billet analysis clearly shows the 
great amount of detelled work involved, and the mass of Infor- 
©atlon that is provided about the billet when the work la 
properly done. 



Iljduftry. 

The analyela of Joba or billets le not new. It has 
been practiced In Industry for a long tiae. Inasmuch as the 
tepKi billet, in the aenae of a Job, is peculiar to the rIH- 
tery servlets. Industrial studies are referred to ae Job an- 
alysis, but the terms are practically synonymous. Frederick 
s. Taylor Is credited with first introducing Job analysis un- 
der the ter© ** scientific aanageaent** soon after 1900.^ 

The tens *Job analysis'* has two meanings depending 
upon the purpose for which the study is made. One of these 
Is the preparation of a Job specification for enployaent snd 
pay purposes, and the other on© has as Its purpose the la- 
provesent and standardization of the method of doing the 



^U. S. Navy Department, Bureau of !?aval Personnel, 
(Kavpers 16195), pp« o~9. Washington: October 19**4. 



^wiiuasi R. Sprlegel, P 
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3 

work. Bovii of th«»« aoanln^s will b« diaoussed 

Tho first soanlng appXiSf to th« sort or Itta supsr« 
flclaX «tud3P of the work done end the oondltions under which 
it is done» in order to detenaine what the Job cotualXy ie* 
the oonditione under which it it done* the quelificetione re» 
qulred of the worker to be ebXe to do the work eetiefcotor- 
iXy* and the reXatiwe amount of pay which the Job deservee. 
The resuXtlng inforffiation le suoua&rited in a eo-oaXled '‘Job 
epeoification#" which is used in scXeoting froa eppXicants 
for <K&pXoy»ent. The obJeetlTe is to stake it poseibXe for 
the interviewer to core inteXligentXy fflatoh an applicant's 
quaXifi cations with the requirecents of the Job. The infor*- 
Ration is aXso used for the purpose of Job classification* 
which will be discussed in a later chapter. 

This first neanlng also sppXlea to the aiialyaie when 
it is used for the purpose of Job evaluation or rating to 
determine pay rates. In this procedure* Jobs arc usually 
evaluated in terms of characteristics that set off respective 
groups from each other. There is no uniformity in the number 
or kind of eharaoteristics used. The number used cay range 
from five or six to about a hundred in extreme oases. How~ 
ever* in modern praotioe relatively few characteristics are 
used, usually from five to ten. The following are exariipXes 
of some of the »orc ooasmon ones: 

^Edwln M, Robinson* Bu p l nesa Qraanlration and Prec~ 
ties * p. 155. New tork: Mo^w-Klli hook Co .7 i$H‘> 
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1. Physical requlresent* 

2. Mental raquiraKcnte 

3. Learning time 

4. Haaponaibility for nen, atatarial* and equipaiant 

5. Working oonditiona including danger 

6. Judgment 

A range of point ralute it usually assigned to the various 
elements and each Job is rated in aooordanot with this range 
depending upon the ispertancs of the particular element to 
the Job* These points are then totaled and compered with the 
totals for other Jobs to determine their relative value for 
pay and other purposes. In practice there are many details 
and refinements to this basic system but the above outline 
serves to explain the principles involved. 

Job evaluation* In this sense* is practiced by all 
large industries. It is a valuable tool of management that 
contributes to both the workers* satisfaction end menage^ 
ments* control in the following ways: 

1. facilitates ths settlement of controversies about 
relative wage rates. 

2. Shows the relative value of all jobs within the 
business. 

3 . Forms a basis for comparing Jobs between different 
businesQ houses or firsts when the saise system and 
standards are used. 

4. Facilitates the establishment of the relative value 
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of a ncrir Job. 

3. 3erv»8 as a basis for ealntcinlng rsiativs uni- 

forMltj* of wages in different plents or bouses owned 
by the same first* though the actual wage levels «ay 
vary aarJcedly. 

The second meaning of job analysis has as its pur- 
pose* the improvement and standardisation of the method of 
doing the work. This involves not so much dssoribing the 
work as it does disssoting it, Ths first step in this kind 
of analysis is to detsrmine whsther ths work is really neces- 
sary. If it osn be eliminated* no more time need be spent 
on it. One test of ssssntiallty is tc ask what would happen 
if this particular work ware discontinued. Elimination of 
unnecessary work is the first technical step in any improve- 
nent program. 

If the work is found to be necessary* the next step 
is to examine everything connected with the job* starting 
with the purpose of the work* the materiale and equipment 
used* the conditions under which the work is done* and a 
minutely thorough scrutiny of the way it is done* often using 
time and motion analysis as a background. As a result of 
this detailed survey* several facte may be revealed: the 

light may be inadequate or may come from the wrong direction; 
the machine may be in poor condition or it may be obsolete; 
the material may not come in proper shape to work on; the 
tool© may be dull, not appropriate, or even lacking; the 



ae 

worktr sake i&any unnecessary notions^ vhXch say not only 
take up unprofitably spent tine but also tire hla quickly; 
the «ork »ay not be arranged to best advantage; the work 
place »ay be too high or too low; the seat* if any* «oy be 
too high* too low, not eossfortable, or Ill-adapted to the 
worker and the work. 

rrcMK a atudy of this analyale the job la laproved 
wherever praotlesbl#* or an aXsoat entirely new Job aay be 
■yntheslaed* with appropriate saterlale* equipment* and 
tools* with ea nearly Ideal working oondltlone as possible 
under the olrcumstanoea. The l«?prov#d Job would use a method 
which contains no waste motions* no unneoessary effort, no 
strain* and which utilises both hands elnultaneously wherever 
advantageoua and possible, silvery thing concerned with the 
Job la then atondardllsed so that wherever this eaiae work Is 
to be done the atandards established can bet set up and ad- 
hered to. 



Billet nnaiyaia in the Kavy is done for practically 
the s&me baalc reasons as Job analysis in Industry except 
Uist it is not used basically as a method of determining 
p(;y. It is possible* however* that it may be used for this 
purpose In the future. There are severs! reasons for billet 
analysis in the Havy and they will be taken up ■eparateXy. 

As in industz<y* the primary purpose of billet ar^lysls 
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l8 to define all Navy jobs end to deternina tha minimum 
qualifloatlona dmaanded of the personnel who fill then. Thla 
ie the firat etep in any effeotive personnel cuansgecent pro- 
gram. Before naval personnel can be procured fron civilian 
life* the Ifavy aust know the billets for which they are 
being procured and the niniaun qiialifi cations each candidate 
auet possess for satisfactory psrforeanoe in the Job. Before 
the educational planning for each van is effected and train* 
ing schools are set up* the Bavy must know the objective of 
the training* and particularly the billet or types of billet 
which the graduatee are to fill. Before naval personnel are 
distributed to the various operating cos»anda« the bureau 
nust know the nuaber* types* and etandarda for each of the 
billets to which they will be detailed. The ultimate goal 
of personnel c&nagettent ie to insure that the right person 
is in the right place at the right tine* end a complete 
knowledge of the Jobs and the qualificatione required to 
fill then is the first step in attaining this goal. This 

basic infomatlon about Hsvy Jobe and billets is obtained 

4 

fron Billet Analysis gohsdules . which are the recordings of 
the Various billets as analysed. An example of one of these 
schedules is given on page 17 * 

Another purpose of billet analysis is to improve and 
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standardise the various billets. Vhen billet analyses were 
first started It was found that there was a great deal of 
difference In the organisation of the personnel on different 
ships and In the particular Jobs and tasks that were afsigiied 
to any one billet, fhls vat found to be true even for shlpe 
of the eaae type. Another purpose of the work then becatae 
to determine en efficient organisation for each type of ship 
and to determine a desirable combination of Jobs and task# 
for each billet. This later developed into the problem of 
detennlning theae factors for new types of veesels which 
were developed* such as the many types of landing craft. 

The results of this work are Specifics ticna for Officer and 
Knllsted Billets ^ for each type of ship, which list all the 
billets and glvea a description of each, together with state- 
Bents of the usual rates assigned and the perfomance re- 
cuirements. Vfbtn practicable these are developed by combin- 
ing the best features of studies on several ships of the same 
type. Normally typical bills listing battle* watch* and 
routine duties are also included. This results in more effi- 
cient billets and fewer of them so it is easier to train men 
for them and distribute thes once they are trained. 

Billet analysis is also used as a baais for determin- 
ing the qualifications for the various rs tings and rates. 

^An example Isj U. 9 . Navy department, Bureau of 
Naval Personnel* Spceific»tlons for LCSCl) Officer and Un- 
listed Billets . WasHingko’nY lept.^^ I $44, 
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It It nucetsary to oonsttotXy ttudy th«»e quaXlflcatlcns to 
Insurt that they aocurateXy reflect changec In duties and 
akiXlt brought about by current oondltlont and technolegioal 
developttents » and to increase the degree of tpeeialieation 
of enlisted trtinlng and thut reduce the overlapping between 
training for different ra tinge. In developing these quali~ 
fications a Osncrril Specification is prepared for each 
rating by ecabining all of the cajor requirawsnte froa each 
of the billet analysis schedules of billets nonsally filled 
by the rating under consideration. In doing this* all avail- 
able inforciation is used insXuding billet schedules frou all 
types of ships and stations. The Kanual of qualifications 

7 

for Advancement in r^atlng * is then prepared fro» these gen- 
eral specifications. As the na«e implies thie sanual lists 
in detail the alnUsun qualifications for prosotion to each 
rate or pay grade in each of the different ratings. 

Still another use »sde of billet analysis is In the 
naval Job clsssiflcation progrea;* which is discussed in Chap- 
ter IV, Kuoh of the basic Inforsatlon for this progran is 
obtained through billet analysis. The result of this work 



°An exaapl* is: C. S. Sfavy Department > Bureau of 

Kaval Personnel, 

4Kavp«ra l6472) » i»ashlngtom Dec. 19^*^. 
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i* the K&nujd of gnUetfg jph, Ci&sglfigfetigm which 
deecrlbea ecme eight hundz>»d different Havy Jcbe BXi&. aiBlgne 
theei eeoh a code nuisber. Billet analyela le also useful in 
the preparation of teblee for the identifying of civilian 
joba with equivalent Kavy jobs. 

For these reasons it can be seen that billet analysis 
is a very important end fundamental procedure In the naval 
personnel program* and that it must be used continuouely in 
order to keep the Infomatlon on Kavy Jobs and their quali- 
fications up to date. It is necessary that all peacetime 
billets be analysed but it is even more important that this 
work bo done and kept up to date for ell wartime billets, 
because It ie most valuable and necessary for rapid mobili- 
sation and expanslcn. 

Prior to World War 12, some analyses of Jobs In the 
Kavy had been made, but for the most part the work was hap- 
hazardly done and was uncoordinated. Whatever was done was 
usually done by some ship or station In an attempt to solve 
some local problem. With the rapid expension of the Navy 
resulting from the necessities of World War II the need for 
such analysis became quite apparent. In the early part of 
the war, analyses continued to be made loeelly by ships and 

*0, S. havy Department, Bureau of ISaval Personnel, 

Job Cl&sfdflcetloqs . (Havpers 15 IO 5 ) , 

Vesnlngton} oct. 19^p. 
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etations and also bjr rsss&roh groups eDploysd bjr contract to 
conduct studies on specific problems, such as the seleotlon 
of gun crews or the selection of telephone talkers. Finally 
In the autumn of 19^3 « a centralized program of billet analy-> 
ale was establlehed in the Bureau of Keval Personnel. Two 
staffs were organi£ed» one to study the billets of enlisted 
fBcn* and the other to study officer billets. Only the 
former will be discueeed in this paper. Experts were ob- 
tained from industry and fro* educational inetitutione and 
they organised and started a sound and efficient eyetem of 
billet analyeis for the Navy* and directed and coordinated 
all such work. Their mission was to completely enalyxe all 
of the ifarlout types of officer and enlisted military billets 
in both the peacetime and the wartime Hairy. As has been ex- 
plained above* their work finally Involved ouch more than 
this* but it wae a start on the trecendoue and urgent task. 

Obviously all of the work could not be accomplished 
at once* so work was started on the ooet urgent problems 
first* such as analysing the most critical billets or Jobs* 
to describe the nature of these Jobs* and determine the 
qualifications required of the individuals who could fill 
them. As outlined above this was necessary so men could be 
recruited end trained for the Jobs and ratings. Another 
early and urgent problem was the study of the billets and 
oz^anizatlons of the new types of ships* such as landing 
craft and AFA’s* which were toeing developed rapidly during 
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the Ker* this we* neceesery to unlforai and effl- 

olent org*nl2&tions for the** Isporteat t^p** of ireeseX*. 

Present St*tue 

Although 6 oonsi&ereble amount of infomation vae 
collected on a nuKber of Job* and ratings » and »any ehlp-type 
apeoiflcationa have been publiehedi actually the Kavy ie just 
starting on a syetenatio billet analysis progran. Many types 
of ships and activities have not been studied at all. For 
many naval oooupations there is alaoat no Infoxneation avail’> 
able and even for those ratings which have been given the 
820st attention the information on hand is limited. A begin* 
ning h£ts been accomplished » however. Some data are available 
and» what is more important* techniques and methods have been 
developed and hava been tested under actual operating condi* 
tlons. Moreover there has been eatabllahed a Billet and 
Qualifications Research Plvieion under the Research Activity 
in the Bureau of Kavel Personnel whose goal ie to eventually 
have a complete analysis of every naval officer and enlisted 
billet in both the wartime and the peacetime Navy. This 
division is now functioning in a post-war status with a 
small but well trained staff of billet and qualification 
analysts. The setting up of this organisation Insures that 
the work began diu:*ing the war will be continued. 

future Need 

It can be readily seen that the nature of billet 
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ftnaljci* such that It it Impotelbla to bring It to a 
definite concluelon or complete it. Cnee completed an analjr~ 
tie muet be aalntalned up to date by revleione from tine to 
tine to meet changing neede and conditions. As new equipment 
l8 developed and as new types of naval warfare are adopted, 
Jobs will change and as such changes occur, cosplements, 
training, and all other personnel programs must be modified 
accordingly. It is important to realist, therefore, that in 
e dyneaio Havy some sort of Job analysis will continuously 
be necessary. 

It is particularly important that billet analyaie be 
conducted aggressively during peacetime, because it is in 
Kobilieatlon for rapid expansion in time of war that the 
most valuable results of the work are derived. These bene- 
fits will not be available if the work is delayed until an 
emergency arises. It is also true thet, even if time per- 
mitted it, analysis is much more difficult to acoomplieh in 
wartime because the ships and the man ars devoted to urgent 
Kllltary neceesities and are not as available for such work. 
During peacetime, however, it is much easlsr to give adequate 
time to research and to find ships end activities available 
for any desired studies. If the possibilities for peacetime 
research are properly realised, the Kevy can be prepared to 
expend its personnel force to meet whatever emergency may be 
expected of it. This oennot be over-emphasized for the euc- 
cef? of future mobillzatlcn rcay be directly dependent on the 
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adequacy of our peacetlae billet ttudlea. 

While the Billet and auallflcatlone Reecarch Dlvl- 
alon of the Research Actlirlty In the Bureau of %eal Person- 
nel vlll be responsible for conducting a coordinated program 
of billet analysis* It cannot be expected to do all the vork 
Itself. For one thing* Its staff Is likely to be quite 
small. The success of whatever program may be adopted will* 

In all probability* require the cooperation of ships and 
stations. 

It Is probable* also* that ehlps and stations vlll 
continue to have local problems that they will have to solve 
on the basis of analyses which they conduct themselves, for 
such analyses* advice and technical assistance will be freely 
given by the Bureau of Naval Personnel. In return* the re- 
sults of such research should be submitted to the Bureau 
where they can be added to Its store of data on job analysis. 

Ships and stations will have a still further responsi- 
bility. Namely the validation of conclusions and recommenda- 
tions made by the Bureau. Even with the preoautlona taken 
to assure the collection of objective data and the accurate 
Interpretations of such data* It Is poesible that errors or 
omissions cay occur. If so* It will be the responsibility 
of the ships and stations to cell such faults to the atten- 
tion of the Bureau along with appropriate recommendations. 
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which will b® bficed ©out likely upon reaulte of their own 
ftnelyelt. 

The oTerego line offloer will eeldon be celled upon 
to sveke e billet enelycle* but the oompleted enelysle will 
be an Inwelueble source of Inforwetlon for hln. froa It, he 
oen detemlne the nature of the 40b to be done, and the 
qualifications necessary for a sen to carry on the ioh effec- 
tively. Further, In the shipboard type of analyels, a 00a- 
plete Vatch, Quarter, and Station Bill aoeompanlee the analy- 
sis and this can be of great help to the officer either In 
preparing hie own bill or in Interpreting the bill prepared 
by hie eenlor offlcere. Effective pereonnel control requires 
that all offlcere have a general knowledge of billet analyele 
and the reasone for It, ae well as the ueea that can be aade 
of it. This la necessary so they can Intelligently utilize 
the technique to the fullest advantage, and thus Inprove 
their handling and supervising of the sen who are assigned 
to then. 



Because the Kavy is such a large ox^anlsatlcn. It is 
necessary that the pereonnel functions, such as procure«B«Mat, 
training, and plaoesent, be done In an efficient and scien- 
tific Banner. This requires a detailed knowledge of all the 
jobs that have to be perfomed and the qualifications of the 
mm required to fill the Jobs. This information la obtained 
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by « prooeis kaovn an billet analysis which ia a syatematic 
procedure of studying and recording every detail of work 
perforatd in a particular billet or Job and recording the 
Qualifi cat lane required by the men who fill the Job. The 
process is long and tedious and Kust follow the procedure im- 
plicitly. It Is usually perforatd by experts who have been 
trained for the work* but can also be aocoaplished by the 
average officer if he follows the standard instructions 
carefully. 

Industry has been praetiolng Job analysis in one 
form or another since about 1900 and has been developing it 
ever since. The problems in Industry are prsotlcally the 
same as those in the Navy. However* the Havy is larger than 
most induatries and* therefore* requires this tecimique Just 
that much more. One of the principle uses made of Job an- 
alysis by industry is to evaluate the value of the Jobs In 
terns of wages. This feature has not yet been directly ap- 
plied In the Kavy but It is entirely possible that it may be 
in the future. 

The primary purpose of billet analysis is to define 
all Kavy Jobs and determine the minlmuK qualifications de- 
manded of the men who fill them. This information is abso- 
lutely essential before men can be properly procured* trained* 
end distributed to fill the various Jobs or billets. Another 
purpose is to Improve and standardise the billets and to 
establish them for new type® of vessels. Analysis is also 
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useful in deterasinlng the qumllflcations for the various 
rates end ratings* and it is helpful in the havjr Job elassi- 
fication progre®. 

A little billet analysis was practiced in the Navy 
before the last vsr* but this was usually in isolated cases 
where a ship or station was trying to solve sobs local prob- 
lem. At the beginning of the war it was realised that bil- 
let snalysie was essential and a definite progrost was started 
by the Bureau of Haval Nareonnal late in 19^3* uost ur- 

gent ytork. was done but a great deal was left to be completed. 
In fact* the work will never be completed because billet 
analysis is a eontinuoua process. Once a billet is analysed 
it has to be maintained and corrected from tine to tine for 
changes that are required because of technological develop- 
ments or changes in the msthode of conducting naval warfare. 

The work in billet analysis is most fruitful when 
the Navy is mobilising reserves and civilians to rapidly sx- 
pend itself in times of emergency or war. In fact* without 
fi thorough knowledge of the nature of* and the requirements 
for* the many wartime billets It is questionable if the 
Navy could expand as fast as will be necessary to success- 
fully wage any war that may develop in the future. It is, 
therefore* absolutely essential that full advantage be taken 
of the possibilities for peacetime research to provide all 
of the infortaation on wartime and peacetime billets* so that 
the Navy will be prepared in the event that mobilixation is 
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•ver n&aeumrt* 

Shipfl end fftations vlIX bt required to cooperate in 
the etudiee and to test and verify their reeulte. It is 
inportant that ail officers have a general knowledge of the 
process of billet analysis and the reaeone for it so they 
Bay use it intelligently and aleo aid in this work which is 
so essential to the Kavy. 
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THE batiks structure Of THE NAVI 

The UAH who do the work of the Kewy differ in neny 
reepecte. Some of thwn oen perforn one kind of « Job or 
trade tuoh at cooking t end others do different kinds of 
work. Some ere relatively young and inexperienced while 
0 there are older and experienced in many aituations and in 
leading end handling aen. It is obvious that eoae kind of 
system is necessary to identify these various traits of ths 
different men* so that they can be readily organised into a 
working team with each man being given the Job and rtaponsi- 
bility he can handle the best. This identifying is dons in 
the Navy by a system of ratings* rates* and pay grades which 
constitutes the rating structure of the Kavy. 

This oliapter will discuss the rating structure of 
the Navy* Some of tha more oonmon teiisa will be definekl 
first* then the rating structure will be explained and a few 
saaple ratings will be described. This will be followed by 
a discussion of rates* pay grades* and special qualifications. 
The functions and use of the system* and its relstionship to 
cocpleaents and allowances will then be discussed. 
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In order to alKpIify this dleousslon and to aid in 
understanding it# the following ttnss are defined. Soae of 
these were presented in the last chapter but are listed 
again for conrenlence and review. 

Task . — A task is a single operation Involved in the 
perforaanoe of work* Usually the work of any aan CKjnsiete 
of several taeke. 

Job.<-»A Job is a reeurring task or a group of func-> 
t tonally relatsd tasks perforwtd by a worker frequently 
enough to conetltute his full«>tias eaploynent. 

Occupation . — An occupation is a rscurrlng Job or a 
group of functionally related Jobs which, for classification 
purposes, it is expedient to designate by a nave or title. 

Batina . rating in the Navy’s classification eys- 
tm is the nsce given to an ooeupation which requires esssn** 
tially the save kind of aptitude, training, experience, 
knowledge, and ekills. 

Hate .*~A rate is a pay grade classification within 
a specific rating, refleeting levels of aptitude, training, 
experience, knowledge, skill, and responsibility. Th.us, the 
rating of yeoven is reducnble to the rates of chief yeoisan; 
yeoman, first class; yeoman, second class; and yeovan, third 
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cleat!. 



Pay 6tr&d« .~~A pay frade it a olatalficatlon applying 
to all enlitteS pertonnal in th« Navy for the purpoaa of 
deterailnlng their pay. All the sien within a given pay grade 
receive the eace baeio eoepentation. There art eight pay 
grades in the liavy» ranging froa one and one A on through 
seven. Pay grade one la that of a permanently appointed 
chief petty officer and pay grade seven is that of a aaasan 
recruit. 



Any large activity Involvea a nunher of can working 
together to achieve certain goala. Each man it in a billet 
and Ime a certain number of tasks to perform. The men are 
claesifled according to thalr aseignmenta or the work they 
do. A given aaslgmsent may require a man with certain skills 
or knowledges or from a given occupation* Thus the activity 
may need clerke> bookkeepera* atortkeepers» maohini8te» or 
carpenters. Tht various types of occupations needed group 
together to form what is cnXled an occupational structure. 

In the Kavy the various ratings needed to do the 
work foiTB# as a group# the rating etructure of the Havy. A 
study of the Kavy rating structure involves a study of the 
skills and knowledges grouped in each rate# the various 
grades necessary for each rating* and other factors. 

In a large assembly plant where because of the volume 
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of production a high d«gree of ipecliilleatlon Ic po«slbl*« 

tho Qi^anljBfttlon approaches that of a tack ctrueturc rather 

than an occupational one. ^oh vorker doec one claple tack. 

Ac the voliCDe of work decreacec or ac the nuaber of opera* 

tlons Increacta with a given anount of aanpowert caoh lndl<> 

vldual v«uet perform a larger number and greater variety of 

taakc and the structure becomoc more occupational in nature. 

This partially explain* the reason for the recently developed 

differences in the peaoetlae and wartljie rating structure of 

the Iisvy* which will be dlscuesed later. 

The rating structure of the ?lavy Is presented In 

detail in pert D» Chapter 5* of Bureau of ?Javal Person- 
1 

nel Manual. As It is subject to frequent revision to keep 
in step with the changing needs of the Kavy, this dlscuselon 
of the ssatter will be general, rather than specific. In 
fact, a coaprehtnalve change In the rating structure 1* being 
planned as this la being written to Improve the entire sys« 
tern so it will better eeet the needs of the Havy as demon* 
etrated by the last war. The following description will 
therefore apply to the new structure which Is tentatively 
ccheduled to go Into effect on 1 January, 1S>4S. 

the new structure conslets of eleven groups of 
ratings grouped according to broad general functions Involved 

S. Havy Pepartisent, Bureau of KavaX Personnel, 
Bureau of Ksval rej^jonnel lianual , Revised, Washington? 
C'overnnscnt Printing Office, 1945. 
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or ffCcoriSing to •hlpboArd orgatnlssition* The nsatec of the 
groups > suoh es i!leek» ordnsnce* and construatloni roughly in- 
dicate the beeis for clesslflofttlon. £eoh group Includes « 
nunber of functionally rale ted or assooiated ratings. Table 
2 on page 46 lists the eleven groups of ratings and also 
shovs the nunber of ratings in each of three categories » 
ahioh will nov be explained. 

The new rating structure has been aade flexible so 
that it can aecosHRodate the needs of the Navy both in peace- 
time and in war. During peaostiiae the general Service Heting 
will produce broadly <nuallfiedf well rounded, versatile per- 
sonnel who in ties of emergency can be advanced to higher 
poeltions of responsibility and authority, During wartime 
the seise rating groups will be divided into a larger number 
of narrower SmerKtncy Service Ratings , and some additional 
Rxolusive Kmeraency Service Batinas will bt established aleo. 
This emergenoy expansion in the number of ratings makes it 
such easier to find and train men for any particular rating. 
Following a national emergency and a return to peacetime or- 
ganisation, men in the narrow emergency service ratings will 
be required to qualify for the bi»oader general service ratings 
in order to be retained on active duty. This will be facili- 
tated since the general service ratings are directly related, 
occupationally, to the emergency service rating#. The rela- 
tionship between these three categories of ratings is illus- 
trated In Table 3» pege» 47 and 46, which lists all of 



SUMKIARX or 8AYX SKUSfXD RATIWO STRUCfORE BY OmJUPS 
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the retings in the oonttzmction group, fhe relatlonehip of 
the conetructtoa group to the entire retlng structure it 
shown in Teble 2 on pege 46. These two teblee a 
eral picture of the rating structure. 

At defined above an occupation le a elate naae given 
to a group of Jobe requiring ooiBKon tkllXs and fcnovl edges. 
Thus the occupation of oarpenterlng it the naict given to the 
group of jobs requiring shill in woodworking and a knowledge 
of wood oonetruotlon* cabinet taaklng# and the like. This 
does not »t«n that all carpenters do the saae Job. It does 
Indloate* however# that they have a general knowledge of all 
the tasks or Jobs and can perforn some of them with a good 
deal of skill. 

The Kavy uses the term rating synonymously with oc- 
cupation. In some Instances the skills and knowledges re- 
quired to iiTork in a Kavy rating are similar to those c€ a 
parallel civilian occupation. This is true of such teohnlcsl 
occupations as sheet metal worker or machinist as well as 
the maritime trades. 

The three new categories of ratings will now be de- 
fined In more detail. 

General Service HatlniS .— A general service rating is 
a peacetisae or basic rating which encotspassee a broad and 
comprehensive ocoupetlonal ares. In peaostlffie» this Is the 



n 



• * 







. I »»4)ili «pHI fif 



iT »fi^H , Jy ^ — l_'*^BI 

' 4 *4- 1^ .. ) • i»-4 *• *•! 1 






1 



50 



rating held fay e nan on aotlYt duty In the regular Kavy. 

Paring a period of national emergency and at a time to be 
determined, «en In a general eervloe rating will be ohanged 
to an appropriate eaergenoy aervlce rating. A« an example 
a general eenrloe rate of oonetruotlon electrician* e mate, 
first elasa, my be changed to construction electrician's 
mate L, first class, whose qualifications are much narrower 
and more specialised. 

KaBergtnfly BAU.Qg .>-An wsergsncy serwlce 

rating l« a rating in pay gradee one to four Inclusive, cov- 
ering an occupational area narrower than that of the general 
•ervlce rating and conetltuting a eubdlvlilon Into which wen 
of the general service rating will be channeled In time of 
national esergency. An euergenoy service rating permit t more 
specialisation than the general service rating and le de- 
signed to make use of civilian skllle and occupations with a 
EslnlmiBB of training. Enlistments directly Into these ratings 
will be made In time of national emergency. Following de- 
Kobllleatlon, men holding these ratings who wish to reaaln In 
active duty In the regular Havy will be required to qualify In 
the related general service rating essbraclng the emergency 
service rating they held during the period of emergency, ^he 
qualiflcatlone for these ratings ere published for use when 
the cmergenoy service ratings are placed Into effect and for 
the training of reservists holding these rating®, both during 










4i 



« 






■ #««I1 



9m 9mm0i^ 0wnA\ ^ mm 




9m m 9m» 









9 









M 1909 





%■ 






51 



pescatlmm or during a period of national esergano;* 

--An exolueive 

eotrgenoj eervlce rating la a rating in pay gradee one to 
four inoluaive to be placed into uee upon expansion to a waz^ 
ti«e basis in order to sake most effective use of civilian 
skills with an absolute ninlisuiri of training. In peacetisie* 
the rating will not exist in the regular Mavy» the necessary 
functions of this rating being perforatd by personnel in the 
general service ratings as collateral duty. The qualifioa> 
tiona for tl>ese ratings are published for use when the ex-* 
elusive eaergency service ratings are pi teed into effect and 
for the training of reservists l»>lding these ratings# both 
during peacfttin* or during a period of national emergency. 
Exaeples of this rating are fire fighter and artist. 

A review of table 3 psges 47 and 445 »ay aid in 
understanding these definitions# and the relationship be- 
tween the three kinds of ratings. 

Descriptions end qualifications fer the varloue 
ratings are given In detail In the Hanusl ciu^f lea t ioac 

oonvenlonce a few of the 

typical I'atlngs will be described to further illustrate the 
above dieoueslon. 
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THavners 1 



a. Navy Departaent, Bureau of Haval Personnel, 
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B0AY3VAIN*B ¥>f<n:B (Group I, Deck) 
arjitl\hL SSHVICB SATIHG 

Hofttev«ln*s mates p<*rfona scny typos of deck duties 
aboard shipt Including the melntensnce of running 
rigging, standing rigging, ground tackle, davits, 
boat falle, canvas articles, fenders, mooring lines, 
and nets. Supervise operation and maintenance of 
ship's boats. Operate and maintain construction 
battalion equipment used in loading, unloading, 
dredging, and underwater construction. Supervise 
working parties and damage control parties. Act as 
mesbere of gun crewe. 

BlEKOEKC? SERVICE RATINGS 

Boatswain's Mate Q.~ "-PerforB deck dutiea aboard 
ships. Supervlee damege control and working parties. 
Act as meabere of gun crews. 

Softtiwain'p Mate B . — Operate and maintain all equip- 
ment used by construction battalions in connection 
with dredging, underwater construction, and hoisting 
and lowering of equipment. 

boatswain's Kate 3 . — Operate derricks, cranes, 
winches, tractors, lift trucks, and other equipment 
uoed in loading, unloading, and stowing cargo by 
construction battalion activities. 

Bcatav*iin*e Kate K. — Fabricate and patch shipboard 
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Oisnvafl at ship repair aotivitlei. 

Boattyain*8 Mate R» — cr«net, booaa, blocics* and 
tackle at ship repair activities. Splice aanlla 
and wire rope. 

IWSTnwBHTygK (Group IV, Precision Equip«ent) 
general SE.RVICE RaTIKG 

Instrumentaen Install, test, calibrate, overhaul, 
and repair oeohanical instruaenta, such as cetera, 
gages, office cschines, vatches, and olooke. (This 
does not include chronoeeters , electronic devices. 
Interior ootcaunicrtions equlpaent, or aircraft and 
optical instruments. ) Work from blueprints end 
schema tic dravlnge; recondition instruBsents, and 
select snd set Jewels in Instrucents, watches, and 
clocks. Keep records of work done in repair shop; 
prepare requisitions for spare parts and supplies. 
Repair eechanieal parts of electrical instniments. 
^.LRGEKCr SERVICE HATIKGS 

Inatrugentmen v. — Repair, clean, and adjust watches 
and clocks (except chronometers) used in the Navy, 

Are assigned to repair ships and shore stations. 
Inetrumentaen 0 . — Maintain and repair typewriters 
and other office equipment at large shore installa- 
tions or aboard tenders. 

Ins truaen teen I . --Install, test, calibrate, overhaul, 
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and rap&lr KeohanlcaX instruments » such &s Deters* 
gages* end hairspring Instruiaents. Repair Ktchanl- 
oal parts of electrloel instruaents. Are assigned 
to repair ships and shore stations. 

rsOMEN (Croup V, AdDinlstratlse «s Clerical) 

GEJ^SRAL smncK rating 

Teoaen perfona clerical and secretarial duties of 
all kinds on ships and atatione* including typing* 
filing* opera ticn of duplicating equipment * and gen- 
eral office work; handle correspondence, prepare re- 
ports* and maintain nsotsssry records and official 
publications. Act as recorders for dsck courts and 
as rsporters for courts-martial. Psrsonnel in 
higher pey grades qualify as etenographers. 

IKKRaESCf SERVICE RATinGS 

Veofsen T .-- -Perform olerlesl duties of all kind* on 
ships and stations, including typing, filing, opera- 
tion of duplicating equipment, and general office 
work; handle correspondence, prepare reports, and 
maintain necessary records and official publications. 
Act a* recorders for deck courts. 

Yeooen 3 . — Take dictation of correspondence, report*, 
court 8-sartlal Baterlal, using a typewriter. When 
not employed as stenographers may perform general 
office work. 
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HAC?ilKXST»5 KATgS (Group VII, Engineering 4k liull) 

GEKEBAL SERVICE RATING 

Kftchinlet's elites operate and perform upkeep on 
main eteam engines (either reoiprocsting or turbine 
types) and auxiliary englne<‘rooc end boiler-room 
equipaent, such as puape, compressors, valves, oil 
purifiers, heat exchangers, governors, and reduc- 
tion gears. Maintain and make minor repairs to out- 
side machinery, such as the steering engine, anchor 
vindlass* cranes, elevators, and winches. Operate, 
maintain, and repair refrigeration end air- 
conditioning equipment. Perform duties on genera- 
tion, stowage, and transfer of the following indus- 
trial gasses; oxygen, acetylene, carbon dioxide, 
nitrogen, hydrogen, and helium. 

EMEBGeNCSt SERVICE RATINGS 

Kaohln l st*^ Mates t. — Operate, maintain, end make 
operating repairs to main propulsion and auxiliary 
machinery of steam propelled vessels. 

Haehiniet’g Mates R. — Oper«^te, maintain, end repair 
refrlgei^ation and air-conditioning equipment. 
>faoh^nlst*fl Mate G. — Operate and maintain iMChincry 
for generating and comproeeing Induatrlal gae and 
for charging coiBpressed-gsis contoiners. 
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BU ILPgas (Group VIII, Construotlon) 

GEKERAL SERVICi: RATING 

Builders conetruot, ereot, tBaint.&in, and repair 
fraiBC, timber, and concrete etrueturec, such as 
warehouses, hospitals, barracks, bridges, trestles, 
tanka, buildingt, wharves, snd cofferdams. Perform 
such auscilisry operations as ahorlng, underpinning, 
pile jettying, capping, driving, and cribbing. 
Operate «a^<ffiills and cabinet and oarpentor shops. 
Build concrete forais, place reinforcing steel, and 
betch ffiix, and place concrete in nil types of struc* 
tures, including underwater installation*. Direct 
logging operations. 

EMEHGEKGT SERVICE RATIS03 

Sulldere L . — «»*ork on light construction, such as 
buildings, varehouses, and hoapltala. 

Builders H. — Work on heavy construction, cuch as 
wharves, docks, oofferdans, and trestles. 

Ho exanplee of exclusive eficergency service ratings 
have been given because the detailed deecriptlone for these 
ratings are now being developed and are not yet available. 
The requirements for these rftlnga will be very much like 
their civilian eounterperta. 

A review of the eeaple ratings Hated above reveals 
that the Job* grouped into a rating hsvc comcori and related 





iflUX 



m 









ItMi i«i ^ mnm a 

• ^ jwii 






chj»r«oteri«tlcs. In deteralning wh«th«r certain Jobs have 
sufficiently coEimon chcracterletloe to be grouped into a 
rating it is necessary to eonelder eeeeral factors, the more 
inportant of which are: 

1. Kind of training and experience required to perform 
the Job. This factor will indicate the skills and 
knowledge required. 

2. Kind of aptitudes required to perfoi^ the Job. In- 
cluded ere both physical characteristics and mental 
aptitudes. 

3 . Kind of equipment operated, tools used, materials 
worked, or articles produced. 

4. Surroundings in which performance of Job occurs, in- 
cluding the administrative organleatlon within which 
the Job is located. 

Ordinarily, the firet two factors— those conoernlng 
training, experience, and aptitudes — determine whether Jobs 
are alike or unlikei therefore, they can be considered the 
most important factors. However, there are occasional Jobs 
which may possess common factors but which are so different 
in working environment, tools and equipment used, or materials 
worked with, that they are better placed within different 
ratings. 



The men operating within the various ratings In the 



fiatvy lire compentuted according to thalr ability and training. 
Ratea of pay art regulated by Congresa and for the araed 
force* aura grouped into what are celled pay grade* , All ®en 
within a glTen pay grad# recelir# the ■ace compentatlon. The 
highest pay grade for an enlisted a an 1* pay grade one. 

That Is the pay grade of a penaanently appointed chief petty 
officer. The lowest pay grade 1« that of a seaean recruit, 
which It pay grade seven. 

Enlisted personnel in pay grades one. two. three, 
and four are known as petty officers. Petty officers in pay 
grads one are chief petty officers and those In pay gradea 
two. three, and four are petty officers first class, stcond 
class, and third class recpeotlvely. The designations, 
chief, first class, second class, and third class, are known 
as rates. Thus there is a direct relationship between a 
petty officer*# x*ate and his pay grade. Care should be 
taken not to confuse rate and rating. Bate la the class of 
the petty officer, first, second, third, or chief, whereas 
rating la the n«ne of his occupation, such as fnachlnist's 
Bsate. algnelJBaa. or boatswain. Thus the rating of yeo®*n 
Includes all man of thst occupation having the ratea third 
class, second claes, first class, ©nd chief. Th* relation- 
siiip of the pay gradea to the rates and one category of non- 
rat #d isen ie shown in Table U on the following page. 
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FAY GRADES OF NAVY ENLISTED MEN 






X Chlaf Patty Officer (pericanent appclntsient) 

lA Chief Petty Officer (acting appoint««nt) 

2 Petty Officer First Clase 

5 Petty Officer Seconal Claea 

4 Petty Officer Third Claee 

^ StaEsan 

5 Stasan Apprentice 

7 Seeisan Recruit 



One of the purposes of the rating structure is to 
provide opportunities whereby «en csay earn proetotion and 
increased pay as a result of learning more about and becoming 
more skilled in doing technlcsl work within their respective 
ratings. There are» however, many jobs In the Navy which, 
for one reason or another, cannot be assigned to any one 
rating, but must be performed by men of various ratings as 
collateral duties in addition to the normal duties of their 
ratings , Such additional jobs Involve a high degree of 
knowledge and skill, consequently a man is required to devote 
much time and effort before he is able to perform the® effi- 
ciently. Because of the extra tine and effort required and 
because it ie necessary that the Navy have available men 
with these extra skills, an Incentive has been establiehed 
to encourage men to qualify for euoh jobs. This incentive 
Is a syttesi of so-called special qualifications, which 
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providfl special insignia end* In ssoet lnetanceo» extra oom* 
pensatlcn for astn who are qualified. 

The requlrciaente for the earloue special qualifica- 

tlone are set forth In part D, Chapter 5» of Bureau of 

3 

Naral Fereonnel Manual . In general they Include? stations 
for which extra eoatpeneation is allowed » akill requirementa* 
knowledge requirements » special physical requir^ents« 
length of time for which quaXificetlon is effeetiwet eppor-* 
turUties for requalifying periodically« and number of men 
allowed extra coepensatlon. So«e of the special JobSt which 
involTc the use of arms and for which men may currently re* 
ceive extra compensation are? aviation gunner* gun orewsian* 
gun rangefinder operator* gun director crewman* expert rlfle* 
man* and expert pistol shot. In addition there are other 
epeolal qualifications* including those for men qualified 
for duty aboard subaarlnet* or for duty as divers* aviation 
pilots* welders, motion picture operators, or training 
instructors. 

Certain of these speoial Qualifications* such as 
aviation pilots and divert involve a very subatantlal in- 
crease in ooffipensctloa. However, the reQuircisents for re- 
ceiving this extra pay are that a certain amount of the 
special work actually be perfomed within specified periods 

S. Havy Department, Bureau of Havel Personnel, 
Buresu of HavsjjL Personnel Hanual . Hevised, VJashington? 
C’Overnment Printing Off ice”, 
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end that the special quallfioettone he fteeigned to the ©1- 
lovence of the coBiiiffind to which the Ban Ic ©tteohed» 

Functions of the Mevel Ketlng Structure 

The rating atructure of the U. S. hawy hea been out- 
lined above and reaaone for Ita exietence have been dieouesed. 
SoBe of the direct ways in which the rating etruoture it 
used will now be taken up. 

It is siBphasistd that, since s rating is a rather 
general occupational group* the only direct uses which can 
be Bade of ratings must necessarily be general also* never- 
theless. several of these general uses are very iaportant. 
the chief ones asiong thea are as follows: 

Becruiting . — By providing occupational aress within 
which men have an opportunity to learn occupations and to 
advance in skill, knowledge, rcfiponsiblllty, end pay, ratings 
represent tangible naval careers. Ae such, they offer posi- 
tive Induceisents and cotlvatlon to potential naval recruits. 

Tri^ii^infi .— flatinge provide convenient olaaslfica- 
tlons around which to plan and organise training progretos 
on the level of beelc or elementary training for an occupa- 
tion. Included in this type of training are the Kavy*8 
class and class *h* schools. 

Promotion . — ttatlnas provide a basis for advancement 
in po.y grade to that auoh adVRnceBient is based upon a aan*E 
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usAfulntisB %o the Kavy vitliln hie own occupational 

area. 



Adicinietration .-^liatingi proirida claaalflcatloni and 
tynbolB for the ssainttnance of perionneX recorde and the 
designation of men whenever oocupationaX groupe are adequate. 
Job cXaaeifioationt which viXX be dlseuteed in the next ohap- 
ter» aaeiets in breaking this down to a finer degree. 

KoraXe .*~Throu&h the uee of Ineignla end continual 
reference to their ratings « a peyeholegiCfiX atiisulus le given 
to enlisted »en. Such recognition of the dietlnotion of 
navel occupations, by enhancing the concept of a naval career, 
contributes to the »or«le and efficiency which are ee eeesn- 
tlal to the Kavy. 

In addition to these direct uses of naval ratings, 
there arc indirect uses that are also Lvportant. this is 
eepeoiaXly true of those usee discussed in the next chapter 
in which ratings are supplfvsented by job classification. 

This discussion of ratings and the rating structure 
of the Navy would not be complete without an explanation of 
eompleiGents and allowances. A ship's complement is its smn* 
power budget expressed in terms of the ousiber of men in each 
rate and rating that are de«&ed necessary to operate the 
ship. 
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Cottplesentii vary from ship to ship or sisong ship 
types and olssees In aocordsnce with ssstraX factors » in- 
eluding: (1) stations to bs sanned during battle and vateb» 

(2) equipcent to bt operated, and (3) llaitstlons as to 
living apace and weight as eatebllahed by the bureau of 
Ships. When these faotors are translated Into texias of ratl- 
ings, pay gradesr and eventually Job olaaelfloatlons, the 
resulting cooplenent btoofses the basis of personnel actions 
for the ship. The ship will organise its sen Into divisions 
and watch sections In accordance with the coaplesent and men 
will be detailed to the ship and transferred froa It in ae> 
cordanoe with the ootrpleaent as modified by the current al- 
lowance for the ship. 

Allowances rspresent the number of man in each rate 
and rating to be actually atelgntd to a ship. t<?her»as com- 
plements are relative tables, changing only as there are 
physioel modifies tlone In the ships, allovanoee may vary 
from time to time In eocordsnee with the size of the naval 
force. In wartime, complements may even be exceeded slightly 
for such purposes as training men to be subsequently trans- 
ferred to newly constructed ships. t>urlng peacetime, how- 
ever, when battles are not Imminent and when the naval force 
Is reduced, allowances may be considerably below complements. 

the rating etruoture of the Navy consists of ratings, 
rates, and pay grades which iN3Ughiy identify the abilities 
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and traits of the various mm required to operate the complex 
Kavy. This la neoessary so the men can be readily organised 
Into a ssooth vorklng teaic vlth each man being given the Job 
that he can handle the beat. 

The Navy le constantly revising and Inprovlng the 
rating structure to aeet the continuously changing needs of 
the servlcs. Right now s major revision Is being planned 
vhich vlll Incorporate the cany benefits which World War II 
demonstrstsd to be desirable. The details of this rsvlslon 
have already been announced in preparation for making it 
effective on 1 January 1948. 

The new rating etrueture groups the ratings into 
eleven groups which wers detexralned by the broad functions 
involved or the shipboard organisation. It has also been 
made much more flexible so It can soooamodats the needs of 
the Havy both In peacetime and in war. During peacetime 
there will be fewer broad ratings > each of which will cover 
many tasks and Jobs. In wartime the number of ratings will 
be more specialised and agree more closely with similar 
civilian Jobs that may exist. This will facilitate the 
utilisation of civilian experience and the training of men 
for a given rate. It also fits the wartime organisation of 
the Navy much better as there are many more men to perform 
approximately the same number of tasks. 

The new categories of ratings are? the General Serv- 
ice Rating which Is « broad peacetime rating held be all men 
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on «otiv« duty in tht rtgular Kavy in peacetime ; the Sser> 
gency Service Bating which ie nuoh more epeclclised end ie 
sade by dividing the general eervict rating into eeveral 
epecieX eervioo ratings; the Exclusive Elaergenoy Service 
Bating* which ie a wartime rating designed to make the most 
effective use of civilian skills with a miniaiusi of training. 

Each rating is divided up into rates for the purpose 
of identifying various degrees of ability and training* and 
for the purpose of paying the men. There are seven pay 
grades in the enlisted branch of the Bevy and each one cor- 
responds to an equivalent rate or olassifieation. In addi- 
tion to ratings the %avy hat a syetaa of special qualifica- 
tions for the purpose of identifying men who are qualified 
to perform some special task or job which because of its 
general or special nature does not fit well into any particu- 
lar rating. The special qualifications are indicated by ap- 
propriate insignia and most of them give the men who hold 
them extre compensation. In some cases* such as divers and 
aviation pilots, this extra cosipensatlcn is very fubstantiaX. 

The rating structure is very important in the proper 
adssinistrstlon of personnel in the Savy and is used In 
nearly all phases of this work Includlngj recruiting, train- 
ing* distribution* promotion* and building morale. It is 
Important that every officer end prospective officer have a 
thorough knowledge of the rating structure and Its uses. 
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aos classifigatiok 

Th« lA«t ohapttr dltcutoed th« rating itruoture of 
th« M«vy and explained how rating* and rates are used to 
roughljr classify sen according to their abilities and train- 
ing. In the old Havy this procedure was adequate# but all 
the technological developnents that have been nade recently 
have Rtadc the work of the havy so ooaplex that a great deal 
of apeclalisatlon Is necsssary In order to perforra It effi- 
ciently. This epeclallsatlon naturally requires a great 
E«ny sore different Jobs than was necesesry under the old 
Kavy. In order to auiite the traditional rating structure suf- 
ficiently selective for the efficient training and detailing 
of sen on the higher and more specialised levels# It has been 
supplemented by a system of Havy Job classification to Iden- 
tify individual Jobs. This has become an Important part of 
naval personnel work and a naval Job classification code 
number la now a part of every man's service record. 

This chaptsr will introduce and describe the Navy 
Job classification codes and will also outline the Job classi- 
fying system used by Industry and explain how the Havy makes 
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ua« of It. fht ttppXlCiition of tli« %rlll be explelned 

ttnd the chapter will be concluded vXth m dleoueeion of the 
prteent deveXopwente and probleciis still to be sceoiepllehtd 
in Job olsealflciitlon In the 

the Keiry Job cXeefilflcfttion syetee essigne « etenderd 
title end e flee-dlgit nu«erlosX code to each of the hundreds 
of epeeieXixii^ Jobe perforstd by enlisted persenneX on sll 
the ehlpe end ststlons throuihout the Ssey, This eyetea is 
Intended to contribute to the wore refined deteiXing ©f ptr- 
tonneX in terete of iadlvidueX sklXXs end the redulremente of 
Jobs to be fllXed. For this purpose the trsditlonsl rating 
structure* which was dssorlbed in the Xast oh«pter» hat 
proven to be inadequete. The cowpXexity of mschinery and 
operstione of the wodern Savy has »sde necessary the devtXop- 
mmt of this wore coiepreheneive and fXexibXc Job oXssslfioa* 
tlon eystte* under which every enXisted oan Is assigned s 
title and code indicative of the Kavy Job which he is best 
quaXUled to perform. The 

Blficft'^^^ni ^ is ths working usnual which describes so«« 
sight hundred different Navy Jobs and assigns the® each a 
cede nuaber. This aanual also gifts other details of the 
ay step end explains how to use It* 

1 . 

a. lisvy Departaent* Burecu of Naval i’ersonnel# 

(Navpers 15105) » 

V n « hington; October 15'^ • 
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Basic Elaments of ths System 

Kaay Job Pgfinitlons . — Accoiapfinying saoh Job listed 
In the Job classification systaa Is a brief definition of 
the Job. This definition Is not s complete analysis of all 
the tseics InvolYed* but It is Intended to Indicate those 
elgnlfloant aspects of each Job vhlch maice It different from 
all others. 

^^feyy Job Title . — Each classified Job hae been ee- 
signed a specific Job title. Offielsl abbreelatlons haTS 
been made for some of the titles when practicable. In all 
records and ooeir.unlcatlone where Job titles are used* the 
standard official abbreirlatlon may be used. It Is important 
that they be used escaotly as given in the manual and that no 
other abbreviations be made or used. 

^vayv Job, Cod , e .-»-Kaob Job is assigned a five-digit 
number. This Is the J?»vy Job code. Whenever the Mavy Job 
title Is used, the Navy Job code Is alto used. However. In 
some reports and tabulated recorde, the Navy Job code mey 
be used without the title. Since some of the Job titles 
have severe! different code numbers to show speclallsetlon 
In certain combinations of equipment, it Is Important to 
always record the correct code number and to record It 
socumtely. 

service Type Code .— The service type code is a 
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ejMtm of two-digit ntmtoer# which Identify the M»jor type* 
of Kiivy ship* end chore cot iwi ties. The funotion of thi* 
code i* to identify the type of eotivity in which each otan 
aoouired the Kavy ckiU* indicated by the Job title and 
code assigned to hia. Son# exaisples of serrioe type codec 
are given in Table 5 on this page. 



Table 5 

EXAMPLES or SEflflCE fTFS CODES 

01 Carrier Type Aircraft (Casu> OaeuF* CaeD) 

15* .... * ArKed Guard 

20 Aircraft Carrier (C? and C7B) 

22. . . . . .Battlechip (BB) and Large Cruicer (CB) 

29 subnarine (ss) hinelaylng Subnarine (SM) 

40 liospital Ship (ah) 

^ .AflUBunltion Ship (aE) 

02 Havy yards 

71. . ....Haval Prisons 

77*»****fi«2.d Construction Units and Aotivlties 

£2 Depots, Storehouses, Stores and Supplies 

99 *,*** .giecellaneoue 



Major Job Groups. *»»A11 Havy joba are organic ed Into 
nine basic aajor Job groups with further breakdowns within 
each group. These isajor Job groups with their code numbers 
are listed in Table 6 on the following page. 

Focaieples of Classified «lobs 

lists soae eight hundred different Jobs which hove been 
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fable 6 



MAJOR HAVY JOB GROUPS AND CODE NUMBERS 









00000-09999 

XOOOO-19999 

20000-29999 

10000-39999 

40000-%999 

50000-59999 

70000-79999 

SOOOO-69999 

90000-99999 



Seaaianehip 

CrGnance 

Bleotronloe 

Engineering and Repair 

Metal Working* Construetion* i: Utilitiee 

Aviation 

Administrative and CXerioal 
Teohnioftl and MiaoeXlaneous 
MedioaX 



oXasiified. A few of them wilX be given here as samples of 
typical Jobe. It vllX be noted that each Job has a Job code 
or number* a Job title* a definition of the Job* and eoEt- 
timee an ebbrevlated title whenever abbreviation la permis- 
sible. 



01^12 CLUABfE}^.ASf£R SUPSRYISOR (QM Supv) 

Perfones all duties of quartermaster watch stander 
and, in addition* 1« qualified to supeinfite other quar- 
termasters as quartenesster of the watoh on a large 
ship, 

01121 aOARf£HMASf£R WATCH Sf ANUSH (CK Watch Stander) 
Under supei*vision, perforse all ordinary duties of 
quartermaster operating with the fleet; acts ac helms- 
man, stands after steering watch, makes log entries* 
takes and plots bearings, interprets bouys* channel 
markers, end visual signals, snd takes soundings; winds 
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&nd «tts clue‘ono®et«ri!, M*y oorrtet chmrtt end publlca- 
tlonf. li fEmillsr with th« purpoi* »nd use of »1X 
navigation Instrosientt. Ilsy Inttruot »trlk«re «nd aot 
a» quart erwaa tar of tht watch, 

0^910 gUABfEHUASfSH, BASIC {m, Ba«lo) 

Thla cXii««lflcatlon in for rattd or non^rated men» 
Including •trlkere» who ptrfowfi routine or haftle quar- 
termaster duties and who are not fully qualified for a 
sptolallEed elatslfloatlon. Oradiuites of elate ^k* QJK 
•chool w^u> have had no algnlfleant axperlenoe should be 
aaslgnod thle claaelflcatlon. 



(fO» f^otttlne halnt) 

Under supervlalon» runs routine oheeha and teets on 
fire control ©Irculte and equipment, end operates equip- 
ment at general quarters; performs routine electrloaX 
and mechanical repairs under general eupervlalon, such 
as replacing insulation, replacing brushes In oloctrlc 
motors, replacing simple parts in lead computing eights, 
and mating simple adjustments to synchro systems. Kay 
assist with major repairs of equipment In the eapaclty 
of learner and helper. 

Assign clftsslfloatlon code below depending upon type 
of director systeia on which primarily qualified: 



11511 Kk 37 Director System 

11512 Mk 33 Director Syetem 



1 ^ 



11313 ^ 31 ? Systee 

11521 Kk 3 k, Kk 38, or Mk 54 Dlrootor Sytten 

11528 Obeox«te (Kk 32 Director Sycten or Below) 

11531 Kk 52, Mk 57, or Kk 63 Director Systea 

11532 »k 51 Director 



24210 HADIO RECliHVlKG-THAHSkXTnKg 

{?^So Opr,' Keeg-franiBiliticigl 

Heoelvea end trunssite radio seseages on various 
types of circuits aboard ship or at « shore station; 
tunes equlpMent and adjusts controls for voluaie and 
clarity; receives Interronticnsl Morse Code or voice over 
headphone, and types Retssgts in either plain lengusge 
or cod# greupa; treneicits eteesages by voice or key; 
keeps sccurcte circuit logs. May decipher or encipher 
headinge and cell eigne. 



4 ^1 . 9 GKADIMG FOHI-34AH 

Supervises earth fcoving work Involved in the con- 
struetion of such utilities as sewer and water linos, 
roads, airfields, building excavatione, and under water 
excavations. Key use level and transit to stake spot 
surveys. 



^4111 AiRCiarr kn*Ab (Ai^^sraft Ketsi wkr, 

MH) 

In addition to duties perforaed by Aircraft Metal 
Worker, Line Maintenance, jsakes «ajor aetel repairs in 
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Mtn Bimpt fiuoh «• reoonttruotl&g badly de»ftg«d futel»g«« 
lelngf, eltvatort) hatches » covling» bo«b bay doors* 
eispennage; leys out* fsbrieates* end carries through to 
co»pletlon the esseebly end installstlon of large sse- 
tlons of airplane. Kay Chech allgnatent of reconstructed 
plant vith plwsb lines and other devices. Kay perform 
welding tasks. 

72100 XE,mm AP^IKISTRAYIVE {Yeoiaan, Ad») 

Perfores responsibls clerical and etcnographio 
duties involving ooiRprehensivs toovXedgt of naval cor- 
respondence* the Hevy filing system, naval organization, 
naval courts and boards* naval psrsonnel proctduret and 
reeordi* and reports end publications in general* Must 
be able to taka dictation at a ainisuis rata of eighty 
words a minute, Oaually acquires the necessary quali- 
fications as a flag yeomen or a Captain* s yeoman* or at 
«n Executive Officer’s yecKsan on a large ship. 

Altogether some eight hundred jobs have been identi- 
fied, Some of them, such as the quartermaster samples givsn 
above, are representative of seagoing jobs that may be de- 
fined rather broadly. The job, *^<iuartensa8ter, Basic,* is 
typlcftl of jobs that Identify strikers or men of low skill 
level in various ratings. Other jobs, such as ’’Fire Control- 
men, Routine Maintenance,** identify men of an advanced and 
highly specialized skill level. It will be acted that thie 
job title carries several code mssbers each of which 

I 
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Identifies « special type of fire control equlpuent on which 
the ia«n is eepeolally qualified. An l«portant feature of 
the olasslfloatlon eysttia is that it is flexible so that new 
Jobs »ay be readily added and old ones chaniged as necessary 
to Rteet the ohenglng needs of the service. The sanual con- 
taihs instructions on how to obtain a code* title* and de> 
scrlptlon of Jobs which art not listed In it. 

Job classification of sose kind has been used In ln-<- 
dustry for a long time. It first started in each small or> 
genixatlon and then spread to groups of organlxatlcns in 
each type of Industry. It then became used by all induf-> 
tid.es and activities throughout the nation* but in a loose 
and uncoordinated Banner. Finally about 1933 
ployment Service* under the Department of Labor* began work- 
ing on a project to develop a nationally applicable systea 
of occupational olaselfloatlon. By 193^ * temporary list 
of occupational titles with code numbers had been prepared 
and were used for statlstieal reporting. By 193^ ^he Oocu - 

flees was published. This book contained a fairly cospre- 
henslve list of occupations and code numbers* but was recog- 
nised to be Inadequate In several respects. Finally In 1939 
the gifitlooary of Oocupationel Titles^ was published. It, 
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•long with it* Intiiet «uppl»««nt» i« tho bails for all in- 

iSustx'lil job olaisifl cation in th* State® totey. 

5 

the Stetioiiary or Occuastlocel contains job 

SeftnitlonB for ower seventeen thousand seporete jobs, 
these ere alee known by over twelve thowsend altcmnte titles* 
which brlags the total number of defined titles to over nine- 
teen thousand. There ere eosse seven thousand separate code 
numbers vhleh represent theee titles, ftet sisaller number of 
code numbers is due to the fact that some of the code numbers 

represent eeversl titlee. The latest Dlct^o^ry of Occuaa - 

C 

six thousand additional 

dftfinitlona and more then two thcuerthd new eode nunbers to 
the original wort* and there will be cdditional Increaees 
trm time to time. 

The claesification etrueture of the Dlotloery hi a 
been worked out on & ey at emetic baeie. Every digit in 4Ntch 
code number indicates eometiilng of the nature of the occupa- 
tion aymbollsfd. The occupations in the bictionory are 
first divided into broad groups or oategoriea on the baaie 
of their over-ell nature. The occupations in each of these 
groups in turn ere subdivided a number of times Into 

S, Bureau of Hanpower Utllisatloni Dictlenary of 
oe&gnatlpiiai mitf lupgltment. Edition III, WaiHingtom 
Vovemmmt Printing Office, 1945. 

5 

dictionary of Ocoupatiorml Titles, sa, oty 

£ 

^Pletlonery of Occupetlomil Title* SupplisaEent, 0 £, j^t. 
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progr€fS8ively »ore liaalted groups of occupotlonf. the finer 
the subdiYislon, nnd ooneequentXy the more limited the group, 
the higher the degree of ooeupetional siroilarity between the 
ocoupatlone in the aubdlYlelon. The flret digits of the 
code ntaibers show the broad occupetionel groups; each suc- 
cessive digit shows progressively aort lieited groups, «nd 
consequently oloetr oecupetlonel relstionehipi. In other 
words, all codes with the «e*e first digit represent occupa- 
tions that have certain general eharaoteristios in ooessicn; 
all codes with the same first three digits represent occupa- 
tions that have a great siany charaeteristioe in co«aon; all 
codes with the ease first four dlgite represent occupations 
with still more oharncteristics in oomison, When all but the 
last digit are the same the Jobe are very tlrailar except for 
some small detail, which is indicated by the Xaet digit. 

Table 7 ©h P*S« 77 shows the major occupational groups and 
the first digits of their codes. 

Complete code number of ekilled and semiskilled oc- 
cupations are six dlgite In length. All others are five 
digits in length. The code numbers are written with a hyphen 
between the first and second digits and a decimal point be- 
tween the third and fourth digit. Examples are: 6-30.370 

and 2-«’9,62. A couple of examples of Job descrlptlona ere 
given on the following page. 
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T*blt 7 

MAJOR OCCyPATIOMAL GKODPS 
IK THE DXCTIOHAHT OF OCCUFATIOHAL TITLES 

First Digit 

Q Professional and Kanagtrial Occupations 

OXerieal aiad Sales Occupations 

3 Agricultural* Fishery* Forestry* and 

Kindred Occupations 

k & 5 Skilled Occupations 

6 k 7 Seciiskilled occupations 

S * 9 Unskilled Occupations 

(Profess, d Kin.) 

0«64.60 Photographs the topography of the ground frca the 
air, and froro such photographs prepares or rerises topo- 
grsphlc*3l Maps. 

gifiier Box Bgpnirg&p (Oiisr Box) 6-39.216 Replaces 
broken or damaged sections of cigar boxes with new sections; 
exaisints imperfeet boxes for extent and location of damage; 
knocks damaged section from box with light hamaer, and re- 
moves naila with nail puller; selects nev section of box 
froBr stock* fits section to box* and nails securely and 
neatly to box with iiamcer; smooths edges of new section with 
hand plane. 

The Kavy uses these ciTilian occupational codes to 
record the olvillan occupational experience of all enlisted 
men when they first enter the Kavy. The code ii entered in 
a space provided on page 4 a of the enlisted »an*s service 
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rteord. Th« »an»t clTlXian Job title and a brief deecrip- 
tion of Me experience ie filled in on page 4 b of hie record 
This information then becoffice e pemment part of each n«n*e 
record and ie ueeful in further training and detailing of 
men to their naval aeeignnente or billeto. 

All enlieted men are now given a Kavy Job title and 
code and a aervlce type code. The Job title and code ae- 
eigned to a man Indicate the higheet level of naval duties 
which he 1« qualified to perfore. They are assigned to each 
man strictly on the baele of hie Navy eXille* regardleee of 
what rating or pay grade he may have. In thia way men are 
properly claeeifled even though their higheet qualifications 
are outside of their actual rating. If a man ie qualified 
in several Jobs this is indicated on hie record i but the 
highest level Job is the one that is alwaye used with his 
rating and rate for etatistloal purposes. Classifications 
ere originally assigned to men by classification offices or 
by the commands to which they are attached. It is the duty 
of the commands to report changes in their men*s classifice- 
ticne whenever new abilities are acquired by them. The Job 
codes end service type codes are particularly well adapted 
for use in the punched card aye tern of suicMne record keeping 

In Chapter III it was pointed out that ratings are 
ueeful wherever occupation is the level of claesificatlon 
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it sfttififaetcnfy. For us«ni requiring dletlnotione finer 
then occapation«t howeetrt ratinge suet be euppXemented bf 
additiomiX lnfor»«tilon. It it in supplying this supplMen^ 
tsry Inforcatlon that Mavy job ol&eslfloatlons have their 
prlj&ary applicatlof}. Hating# art valuable when men in an 
oooupation art ccneldtred as a group# but must be supple- 
stented by job claseiflcatlone when men are to be considered 
on the baais of their Individual shills and abilities. 

^aong the chief functions in which ratings must be supple- 
mented by job elaisificatlons are the following t 

goBBlJKvMai^AntLWAncee K ^ Billets. —Complements , 

allowances, end billets are outlines of manpower needs for 
ship* and activities. These needs cannot be properly indi- 
cated without the use of job class if ioations. Prior to the 
develoi«ent of job classifications, rating# were the best 
classifications available. It Is expected, however, thet 
complements, allowances, and billets will In the futm?# In- 
corporate the use of job olasslf lost Ion* 

aB.ss.ifig&tlQH M Jies lcr_fiuty . — The clasolfleatlon 
of men for duty Involves classifioatlon on the basis of 
their aptitudes, training, and exptrlenee. JJurlng World War 
II, eiasslflcotlon centers developed many techniques of In- 
terviewing and record keeping. The Havy job classiflOEtlon 
gtructure Is the culffilnatlen of these efforts. 
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Lfttoilinfc .^-gttgiling Is tb# function of sislgnlng 
»cn to £uty and includes ossign^ent to further training as 
veil as sssignicent to ships and stations. When ocapleasents 
and allowances are in tents of speoifio Job needs and when 
sen have been classified on the basis of Job qualifications* 
detailing becoaties a setter of satching asn with Jobs. 

Advanoed Training . «>-»£lefflentary training say well be 
organieed on the basis of occupations} howevsn advanced 
training needs to bo sore specialised. Xn sany Instances 
this epecialisation nay be achieved by organising such trains 
Ing around Havy Jobe. 

Sosse eight hundred separate Hevy Jobs iiave been de- 
fined and coded and more are being added to this list con- 
tlnuoMtaly, The U. 3 . Pepartaent of Labor is now in the pro- 
cess of prepsrlng a new edition of the Dl< jj tlonr>ry of Occun^ - 
tlonal ritlea and l« planning to Include the Savy Job claesl- 
fioation eystem and the Arey Job classification eyeteis as sn 
appendix. The Army hac a siwllar syatea of Job classifica- 
tion who 80 details differ from both the Wavy and the indus- 
trial systeci. Co!sbining the three systems in a single volume 
will be very helpful} however, a much greater issproveaent 
could be made. 

Kevy Job olssilflOfttlon and Induetrlal Job 
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claflnlfle«tlou »r« both 4on« for the esme basic purpose. 

That l» to define the Jobs, give thar. epeoifie titles, and 
code thisii in a eyetsmatio sianner so they can be tatily ueed 
to classify Jobs and indicate the qualifioatloni of aen re- 
quired to fill the Jobs, Both eysteas aecoapXlsh this pur- 
pose within their own field. However, the coding systems 
used are entirely different and have absolutely no relation- 
ship to each other. For this reason, it is fortunate that 
the hyphen and deolaal point in the induetrial system code 
numbers readily distinguish it fros the siaple five digit 
code nueber of the Kavy syste«. A review of Table 6 on page 
70 will reveal that in the Kavy systee the cajor groupings, 
as indicated by the first digit of the code nusber, are 
based upon the major divisions of oecupations as found in 
the Havy, On the other hand, a survey of Table 7 on page 77 
shows that in the industrial system the major groupings, 
which are also indicated by the first digit of the code num- 
ber, are based on an entirely different system which covers 
the entire civilian occupational field end many of the Jobs 
found in the Navy. 

Inasmuch as the Havy now uses both systems in its 
personnel work end in the event of another emergency will 
undoubtedly make much more use of the industrial system, it 
would be a tremendous advantage to both fields, but especi- 
ally to the Ravy, if one system were used throughout the 
Navy and the industrial world and all code numbers were 
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l&tercliang«&bl« $to& «3uiotXy the »«sning. A« thi» 
inattstrlal tyates; has mort than te» tlmea a« aany 4ob8 de«> 
fined and coded then the H«Ty hae# atid its beslo coding eys- 
te® is core ooffiprehenslire, it appears that it aey be prae- 
tical for the h«vy jobs to be recorded under that eystt** 

This possibility is suggested as a proble© for further study. 
Thle suggestion also applies equally well to the Aray sytt«s. 

A review of current personnel reports reveals that 
the job olaselfleation is not being kept up to date for all 
enlisted Rtn, This le evidenced by the fact that many high 
rated men sueh as chief end first class petty officers still 
carry basic job codes which nomally would be assigned only 
to eeasen recruits or secaen. While these outstanding exae- 
pies are not cxtreaely co®fflon they occur frequently enough 
to indicate that the classification systeec is not being car- 
ried out properly. Xt appears that ec»e new eystesi of report- 
ing changes in qualificaticHnis would be desirable. It sight 
be practical to require the review and reporting of a rcan's 
job code each quarter when the quarterly marks are given* 

The code number could be reported on the same csrd as the 
quarterly marks in sn appropriate space. This possibility 
is also suggested as a problem for further study. In order 
for the job classification system to function properly and 
serve its purpose it is obvious that it must be understood# 
correctly used# end kept up to date. 
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With tht z^pld «xp«nslon of tb« Kavy in World War II 
and with the adoption of nav technical equlpKant* training 
programs were epasded up and more attention vas given to 
training men for specific jobs rather than for occupations. 
Also it mas recognised that certain civilian skills and ex^* 
perlenee could be applied directly to certain naval Jobs. 

In order to properly utilise these specialized Jobe and 
skills* it was necessary to identify then much more specif i>> 
eally than was practical under the traditional Navy rating 
structure. It was for this purpose that the system of Kavy 
Job olassifioation was established to supplement the rating 
structure. 

Navy Job classification is a system which assigns s 
title* a brief definition* and a five digit code number to 
each of the hundred of Jobs par foiled by enlisted, personnel 
on all the ships and stations throughout the Navy. In addi- 
tion to his rating and pay grade* which indicate his occupa- 
tion and general skill level* each enlisted man has a Job 
closeification whiich indicates the specific work for which 
he is best qualified. In addition to the five digit Job code 
he is ( ssigned a two digit service tyi>e code which indicates 
the type of ship or activity where the man acquired the qual- 
Iflcstions for his Navy Job. This is done because it la 
helpful to know wh«th€r a man was trained at a school or 
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aboard chip* end if the latter* aboard what type of chip. 

Kfe|?ujg . M goiiited. jjayy. 4Pk.SlAnkin.mA%mjL xictc 
eight hundred along with their titles and decoriptions* 
and explains the use of the cyetea. 

Job claseifioation has been praetieed by industry 
for a long tiae and a recent development in this field is 

BictiohrrPy_,Pf, McftBaUQaal^.TitI which defines and clas- 
sifies over twenty thousand separate 4obs and assigns code 
nusbers to thea. This classification structure is very broad 
and oc!T.prehensive and has been developed on a very syatesatie 
baeie with provisions for additions which are constantly 
being made, the Navy uses this systen to record the civilian 
experience of men who enter the Kavy. 

In practice each man is assigned a 4ob title and 
code number* along with a service type code number* in so- 
oordance with hie Qualifications, these numbers* and some- 
times the titles* are entered on pertinent personnel records 
and oommuniections along with tht man*s rats and rating, 
the chief function in will eh these 40^ codes are used are int 

(1) the preparation of complemente* allowances* and billets; 

(2) the classification of men for duty; (3) the detailing of 
men to their various aasigments; and (4) for the organiiia- 
tion of advanced training. 

A new edition of the 

Titles Ic now being prepared and it is planned to include 



the Havy Job clafsifioation system and also that of the Army 




r 



rn^mm m 









am «i»|t 9 




I 



« 



t 




«Ji 9 Tiv 










m^imm 9m iip| «at % •« 

- mw w m m ^ ^ 919 1 



I 




*!• 



amomi Ml 

laria# 



f| M w* 



• 4 § (i; 
numcM$ mi i9) 
m %imm 0 um 
111 0 \ U miM 

« #a «i — A^it 

•a m iM M# 





II 



I 




a« an app-sndix. While the general feature* and the purpot# 
of the Industrial elasslflcation ey*t««i and that of the 
are the ««»©, the details » particularly In the aodtng sy«t8»» 
ere quire different. It appears praetlcal to comrert the 
Kftvy aystepi Into the larger more oomprehenslre Plctlonarv of 
l^oouPAt.ignal,. fl tit j. systera, so that any partlculj^r Joh vould 
hgye only one au»ber and it would tot the saae In tooth ayateiai*. 

p. review of current personnel reports indicate* that 
the job classifications of the raen are not being kept up to 
date In all cases. If the systeiB Is to function properly, 
it le lisportant that all this infomatlon be kept current 
and used. It Is possible that the otslgnsEent of Job codes 
ot the tlse, and on the aaBit cards, that the quarterly mark# 
are rtcojrded would aid In keeping the codes curi*ent. 

It Is Important that all offloers and *11 mm engaged 
In personnel work toe familiar with the Kayy Job olaselflcitlon 
aystoffi *nd understand Its use. Until this Is done the eerr~ 
Ice will not derive all the poaaltole benefits frosa the system. 
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